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ABSTRACT 
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AUDIENCE : (a) vocational instructors teaching 
communications skills; 

(b) vocational instructors supplementing 
'general communications courses; 

(c) communications specialists teaching 
job-related communications skills; 

(d) curriculum specialists develpping Job- 
related curricula in communications. 



PROBLEM: 



Communication curricula and the materials that support 
them tend to teach: (1) speaking, to make a formal 
presentation; (2) writing, to produce a term paper or 
report; (3) reading and listening to support these 
activities. 

Speaking, writing, listening and reading are used 
daily in the performance of virtually all jobs for 
which vocational training is available. 
Therefore, it is appr^Dpriate that information about 
these occupational communications skills should be 
provided to persons charged with teaching them. 



OBJECTIVES: 1. 



2. 



To determine basic communications skills 
that are common to jobs in seven occupational 
fields . 

To identify the basic communications skills 
needed for (a) employee entry level competency, 
and (b) supervisor level competency. 



3. To disseminate the project results. 



METHODOLOGY 



Employees and supervisors from thirty occupational 
clusters answered written questionnaires abocit the com- 
munications skills involved in sending communications 
and receiving communications. Skills were divided into 
(1) ways of communicating, (2) kinds of information, 
(3) effectiveness of communications. 

Hi 
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Job categories were selected on the basis ol: existing, 
programs, projected programs, and an Employment Security 
list of projected needs. 

CONCLUSIONS AND RECOMMENDATIONS ; In general, this analysis reports 
that questionnaire respondents relied hoavily on oral 
communications for both sending and receiving communi- 
cations on a job. Talking and listening to one person 
face-to-face was reported as the most frequent way of 
coiranunica t ing . 

Communication curricula, based on a. task analysis of 
the job, should be developed in all vocational fields. 
This curricula should emphasize th»? development of 
one-to-one, face-to- face talking and listening skills 
and informal writing skills. 
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CHAPTER I 



INTRODUCTION 

Vocational education programs are frequently criticized for pro- 
viding communications skills training that does not relate to the 
technical skills of the job. The potential auto mechanic, carpenter 
and clerk-typist have quite often found themselves studying c.nd 
being held responsible for the same kinds of communications as all 
other vocati9nal students. Some vocsLional students find themselves 
studying and being held responsible for the same kinds of, communi- 
cations as the potential doctor and lawyer. As a result , questions 
have been asked about the kinds of communications skills needed by 
persons who are engaged in the various occupations. It seems appro- 
priate to answer these questions. 




Tools necessary to do a job should — must- 
particular job. Communications skills are tpom. It is -vi^^lthat 
\the objectives of a communications unit, cou(t»e.»^^an^/dir'program be 
directed precisely to the occupational need of the trainee. 

An examination of textbooks and commercially produced supple- 
mentary classroom materials revealed that most communications . 
subject matter contained in these materials tends to be (1) speak- 
ing, to make a formal presentation; (2) writing, to produce a term 
paper or technical report; and (3) reading and listening, to stimu- 
. late or support these activities. A review of educe-L .,.?1 research 
publications in the area of communications skills in^- . - :ed that 
little has been done to identify speaking, writing, reaaing and 
listening skills that are used on jobs. 

Speaking, "writing, listening and reading are used daily in the 
performance of virtually all jobs for which vocational training is 
, available. These skills are used during the informal interactions 
of employees' and supervisors and include: giving and receiving 
directions, instructions and orders; describing and defining mate- 
rials, processes and requirements; asking for information and 
services; and explaining technical processes in non-technical terms. 

Communication has become an integral part of job skills. It 
seems appropriate that information about these occupational communi- 
cations skills should be provided to persons charged with teaching 
them. 

The initial activity of the Occupational. Communications Skills 
Analysis Project was an ERIC search .which was co^iducted by the 
Washington State Research Coordinating Unit in response to a request 
from the investigators. Descriptors requested were (a) communica- 
ti^^Hjyj;^^-Xbi_v^ ion r"(~d>— 0Tal^-"""=^f 

communication, (e) verbal, communication (f) vocational education, 
(g) occupations, (h) skilled occupations, and (i) technical occupa- 
tions. The search revealed seventy (70) references to some aspect 
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of communications in occupational or vocational education settings* 
In addition, some thirty (30) technica.V manuals , texts, curriculum 
guides and studies on communications v|^re examined. 

From the ERIC search, it was dists'fevered that of the seventy (70) 
reference items, twenty-nine (29), or just over 41% were directed 
toward the occupational communications skills development of the 
physically or mentally handicapped and/or the educationally deprived 
The other items dealt with communication skills needed by teachers, 
while others were not even that closely allied to this study. 

Several of the references, however, seemed to lend themselves to 
use by the classroom teacher or curriculum developer and others can 
be adapted foi. use when teaching communications skills to vocational 
students. Some of those chat can be adapted for use are: 

ED096476 CE002088 

CORRELATED CURRICULUM PROGRAM: AN EXPERIMENTAL PROGRAM, ENGLISH 
LEVEL 1. PROJECT NO. 10006. 

Nadell, Sara Anne; and others. New York City Board of Education, 
Brooklyn, New York. Bureau of Curriculum Development. 

ED092785 CE001532 
, GENERIC SKILLS IN THE REASONING AND INTERPERSONAL DOMAINS 

Smith, Arthur De W; and others. Training Research and Development 
•Station, Prince Albert (Saskatchewan). 

EDO99053 CS200954 

BUILDING INDUSTRIAL COMMUNICATIONS: LISTENING, SPEAKING, I^ITING, 
READING. GRADE XII. Natchitoches Parish School Board, La. 

ED088051 CS200952 

INDUSTRIAL COMMUNICATION READING, SPEAKING, LISTENING, WRITING, 
GR^\DE XII. Natchitoches Parish School Board, La. 

ED084615 CS500510 

CAREER COMMUNICATION AND THE COM>nJNITY COLLEGE 
Muchmore, John 

ED067691 CS200167 ' <^ 

DISTRIBUTIVE EDUCATION 1-8726 (COMMUNICATION SKILLS RELATING TO 
MARKETING AND DISTRIBUTION), Dept. 48: 8726.3 
Dade County Public Schools, Miami, Florida 

ED065665 VTO 15581 

INSTRUCTIONAL Mi\TERIALS VOCATIONAL RELATED EIJGLISh 

Oklahoma State Department of Vocational and Technical Education, 

St 11 Iwatcr , Oklahoma 
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EDOO309'3 08 

PROGRiVM FOR TECHNICAL COMMUNICATIONS TR/MNINC INSTITUTE FOR TECHNICAL 
EDUCATION TEACHERS, SUMMARY REPORT. 

Weisman, Herman M. Colorado State Univ. Fort Collins' 
ED001428 

ENGLISH FOR VOCATIONAL SCHOOLS ^ 

Johnston, Frank P.; and others. New York State Department of 
Education, Albany, Npy York 

EJ055784 VT503536 
' COORDINATED OCCUPATIONAL COMMUNICATIONS: AN EXPERIMENT IN KANSAS 
VOCATIONAL SCHOOLS 

Jones, Dolores; American Vocational Journal; 47 ;4; 46-68 Apr. 72 
EJ034286 VT502227 

todayVs communications in clerical practice' 

, Green, Hcneln H. , Business Education Forum; 25;5; 14-16 Feb. 71 
ED029951 VT00722S 

occupational communication competencies:" a list of audio-visual 
aids for helping, pupils acquire occupationally useful oral 
communication capabilities 

An examination of the other sources provided five volumes that 
are closely allied to this study, plus one—the Saskatchewan 
project—that provides strong reinforcement for the results of the 
investigation undertaken by this project. The six publications 
that provide subject matter and material that are closely related 
to the kinds of information obtained from this survey: 

DEVELOPMENT. OF AN INSTRUMENT FOR PRESCRIBING COMPENSATORY EDUCATION 
FOR VOCATIONAL .TRAINEES June 1975, Research Coordinating Unit, 
The Commission for Vocational Education, Building 17, Airdustrial 
Park, Olympia WA 98504 



THE PROFESSIONAL'S GUIDE FOR INSTRUCTION: INDUSTRIAL COMMUNICATIONS 
Kent Public Schools, Kent School District //415, Kent WA 98031 

A METHODOLOGY ^TO ASSESS THE CONTENT AND STRUCTURE OF AFFECTIVE AND 
DESCRIPTIVE MEANINGS ASSOCIATED WITH THE WORK ENVIRONMENT December 
1974, The Center for Vocational Education, The Ohio State University, 
1960 Kenny Road, Columbus OH 43210 

A VOG.V.'forML APPROACH TO l>rRITTEN COMMUNICATIONS July 1974-March 1975 
Nebr/i .W^,^ State Department of Education, Division of Vocational 
Education, and Nebraska 'Research Coordinating Unit, Box 33, 
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COMMUNICATIONS REQUIREMENTS FOR TECHNICAL OCCUPATIONS 1970, The 
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for Occupational Education), Building 17, Airdustrial Park, Olympia 
WA 98S04 > \ 
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GENERIC SKILLS 1973 Training Research and Development Station, 
Dept. of Manpower and Immigration, Prince Albert, Saskatchewan 



GOALS AND OBJECTIVES 

The purpose the project was to gather informrtion necessary for 
building: (1) curriculum materials related to communications skills 
used every day on the job, and (2) a vocabulary supportive of the 
technical vocabulary learned in technical skills programs. 

The objectives of this project are: 

1. To determine 15-25 basic communications skills ^ 
involving speaking, writing, reading and listen- x 
ing that ar common to jobs in seven occupational \ 
fields. 

2. To identify the basic communications skills in- 
volving speaking, writing, reading and listening 
that are needed ror (a) employee entry level 
competency, and (b) supervisor level competency. 

3. To determine a basic vocabulary of 50-100 de- 
scriptive and discriminative words/phrases that 
allow effective application of the technical 
vocabulary used in seven occupational fields. 

4. To disseminate the project results to educational 
agencies in the ten northwestern states of Alaska, 
Colorado, Idaho, Montana, North Dakota, OT;egon, 
South Dakota, Utah, Wyoming and Washington, served 
by the Northwestern Vocational Curriculum Managament 
Center; and to t%e other five Curriculum Management 
Centers iij the National Network of Curriculum Co- 
ordination for Vocational-Technical Education 

Educators who might benefit from these findings are: 

(a) ' vocational instructors who are responsible for teaching 

related communications skills; 

(b) ..vocational instructors who see a need to supplement gen- 

eral communications courses with training in specific 
coromunications skills; 

Cc) . communications specialists charged with teaching" job- 
related communications skills; 

(d) curriculum specialists charged with developing job- 
related curricula in communications. 

It is hoped that this information can- be used to make communica- 
tions skills training more supportive of technical skill training 

-aTid-iHorg^efevaTTtr^^^^tx^^ ^ -.—rr-rrr— 

/ --, . 
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METHOD 



Employees and supervisors from thirty (30) occupational clusters 
were asked to participate in an occupational communications skills 
survey. Survey respondents were: 

(1) entry level employees, whn L/ore selected by 
instructors of cooperating educational agencies , 
working in their vocational skill area who had 
graduated from a vocational education program 

at least one year prior to this survey; 

(2) supervisors who are the entry level employees* 
immediate supervisors; 

(.3) members of advisory committees (employees and 

supervisors) who were advisors for corresponding 
vocational education programs. 

Gene .ally, the project was limited to an individual inquiry of the • 
kinJs of communications skills that persons employ in their occupa- 
tional areas. No attempt was made to elicit responses from an equal 
number of persons in each occupation nor was there concern about 
equality of numbers between employees and supervisors. The techniques 
aad instruments used to collect the materials were designed to accu- 
mulate learned opinion rather than to ''develop "pure" research. The 
i.ntent is to use data Obtained from^persons most closely associated 
with and knowledgeable about what is, in fact, required on the job. 
By such procedures it should become fe,isible to make curriculum 
content decisions which are data-based and data-substantiated, 
instead of relying solely upon a panel of advisors or fhe experience 
of individual instructors. 

Written survey questionnaires (Appendices A, B, C, D) collected 
information about the communications skills involved in sending, 
communications (speaking and writing) -and receiving communications 
(listening and reading.) The communicatioub skills were divided 
into, three groups: (1) ways of communicating, (2) kinds of informa- 
^ tion, and (3) effectiveness of communications. 

An entry level employee aad the employee's immediate supervisor 
from each of the 30 bccupationar clusters ,answeredra detailed ques- 
tionnaire (Appendices A, B). Members of the advisory committees 
used condensed forms of the questionnaire (Appendices C, D). Employ- 
ees responded to questions about communications with other employees, 
customers and their supervisors; supervisors responded -to questions 
about communieation'j with other supervisors, employees, customers 
• and top management. 

Occupation and job category selections were chosen on the basis 
of jobs for which entry level training "is normally completed with 
high school and/or not more than two years of post-high training; 
of existing training programs, projected training programs, and a 

needs. State vocational administrators, specialists in the selected 
. occupations, were consulted in otder to determine the local education . 
agencies with active, dynamic advisory committees. Local vocational 
program directors in these educational agencies were asked to co- 
operate in the project activities. 

\ . .5 . , \ ■ ■ 
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After the occupations and the job' categories were selected, the 
occupational communications skills model was developed. Lists of 
communications skills were obtained by reviewing job descriptions, 
task analyses and published maiierials about the selected job catego- 
ries and' occupations. These lists were expanded and/or refined into 
a task inventory. This task inventory was used ias the basis for a 
communication skills model. The occupational communications skills 
questionnaire was developed 'irom che communications skills model. 

The occupational commuriications skills analysis and questionnaire 
were explained orally, face-to-face to the entry level employee and 
the employee's supervisor. These respondents were instructed to 
complete the questionnaire in the order in which it was presented. 
They were asked to evaJuate, according to their frequency of use, 
the listed' communications skills, then rank them according to the 
first most frequently used, the second most frequently used, and the 
third most frequently used. The respondents began answering the 
questionnaire with the help of a project supervisor. They were then 
instructed to work alone on the remainder of the questionnaire and 
to mail the completed questionnaires to the project supervisor. 

Advisory committee meetings were convened by local vocational 
personnel. A project supervisor attended the meetings to explain 
the occupations communications skill analysis and the questionnaire. 
During the meeting, each advisory committee member answered a con- 
densed occupational communications skills questionnaire; aL *:he end 
of the meeting, the project supervisor collected the completed ques- 
tionnaires. - 

After the completion of the survey, computer services were em- 
ployed to sort, summarize, tabulate, and rank the data collected 
from the occupational comiiManications skills questionnaire. The data 
from the questionnaires were ranked i :cording to the frequency of the 
participants^ responses. The computerized communications skills 
rankings were further summarized by project supervisors so that the 
occupational communications skill analysis information could be 
graphically displayed for this report. 




CHAPTER II 



•^■^ AGRICULTURAL OCCUPA TIONS 

Agricultural employee and supervisor responses to the' Occupational ' 
Communications Skills Questionnaires are summarized in Figures 1-12. 

Individual employee responses^ are summarized in Figures 1-6; 
Individttal supervisor responses are summarized in Figures 7-12. 

Advisory Group employee and supervisor responses to the Condensed 
Occupational Communications Skills Questionnaires are summarized 
in Tables 1-12. 

Advisory Group emplcpyee responses are summarized in Tables 1-6; 
Advisory Group supervi.^or responses are summarized in Tables 7-12. 

Individual Employees Responding to the 
Occupational Communications Skills Questionnaire 
(Appendix A) 



Occupational Clusters 

Agricultural business 
Agricultural technology 
Forest management 
Nursery /Greenhouse 
Ornamental horticulture 



Job Categories 

Management trainee 
Truck driver 
Crew foreman 
Greenhouse employee 
Gardener II 



Advisory Group Employees Responding to the 
Coaden'^ed Occupational Communications Skills Questionnaire 

(Appendix C) 



Occupational Clusters 
/'Agricultural business 

Agricultural technology 



Job Categories 

Bookkeeper, Sales clerk and 
Purchaser, Farm equipment 
salesman, Tire salesman and 
serviceman 

Warehouseman, Segregator , 
Forklift driver, Apple 
sorter 



Forest management 

Nursery /Greenhouse 
Ornamental horticulture 



Timber management assistant, 
Forestry .technician 

General employee 

Grounds superintendent, 
General employee. Work/study 
student 
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Analysis of Questionnaire Responses 



Wa ys Employees Send Communications (Figure 1, Table 1) Analysis 
of agricultural employees responses indicated that -talking skills 
were used more frequeatly than writing skills. Information was 
given most frequently by talking to one person face-to-face. 
Individuals who completed the detailed questionnaire reported that 
they talked to persons^in a group more frequently than they wrote 
^^jranuaicat-roTrsT ,^^Jhen writing was used, the employees selected memos 
and notes more ' frequently than the more formal communications of 
letters and reports. While the variance between talk and write is 
greater in the individual responses than in the advisory group 
responses, the ways of communicating were ranked in the same order. 

Kinds of Information Employees Send in Communications, Talk/Write 
(Figures 2, 3, Tables 2, 3 ) Approximately two-thirds of the agri- 
cultural employees responses fell into the categories of being 
assertive (giving advice, opinions , etc .) , giving directions (direc- 
tions, instructions, orders) and asking questions, in that order. 
The offering of opinions, listed in th*? assertive group, was the 
most frequent kind of information given. Opinions were given in 
the majority of cases by talking rather than by writing. When ques- 
tions were asked, they were more likely to be spoken than written. 

Ways Employees Receive Communications (Figure 4, Table 4 ) ' The 
questionnaire responses indicated that the ^agricultural employees 
received most frequently by listening to one person face-to-face. 
When reading was used to receive information, the employees answer- 
ing the detailed questionnaire were most likely to read letters and 
reports; the advisory group employees answering the condensed ques- 
tionnaire were most likely to read memos and notes. 

K inds of In formation Employees Receive in Communications (Figures 5,6 ^ 
Tables 5,6; The kinds of communications grouped as assertions (advice, 
opinions, etc.) and directions (directions, instructions, orders) are 
received most frequently by the employees. This information is usu- 
ally received. by listening. 
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AGRICULTURAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



WAYS EtQ'LOYEES SEND .COM-MUN I CATIONS 



O talk: m 



One To One 
■ 42% 



To A Group 
2-5 people 

25% 1 



Te Le phone 
9% 



Dcr.ionst: rat ions , Radio 
, 6% 




WRITE; I8;o' • 

Memos & Notes 
8% 

Charts/Graphs , 
Forms , Manuals , 
Work Orders 
I 6% 

Letters & Report^ 
4% 



Figure 1 
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AGRICULTURAL OCCUR AT- 



- ions' 



ADVISORY GROUfi EMPLOYEE RESPONSE • 
TO, CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES SEND COMMUNICATIONS 



TALK 



53% 



WRITE: 32° 



ONE TO ONE . .. . ... .. 35% 

TO A GROUP: 2-5. PEOPLE 121 

TELEPHOigE ' ..... . . 12% 

DEMONSIRATIONSy RADIO 8% 



MEMOS & NOTES 21% 

charts/graphs y FORMS y 
MANUALSy WORK ORDERS . .10% 

LETTERS & REPORTS .... 3% 



Table 1 
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. AGRICULTURAL OCCUPATIONS 

liMDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
TKE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS 



TALK AND WRITE 




Assertion: aclvise , opinion , p ropjose , recommend, sell, persuade, sugge^st. 

Direction: di t: , instriitt, order: 

■ ■ ... 

Eviil uat ion : as: , appreciate , compIimenL , correct ,_hc^^Ii.1>_ ^'^['^k^^^AAi. i_. 

.■ Figure 2 • " , 

' ' 12 ^ ' ^ 
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AGRICULTURAL OCCUPATIONS 



, ADVISORY GROUP Ef^LOYEE RESPONSE 
.. TO CONDENSED Ef^LOYEE QUESTIONNAIRE 



I-lE_!<iflDS_qF J^NfO_RMOQN_E'!lP lEND_Ijg COMMUNICA TIONS 



TALK AND WRITE 



ASSERTION . . 


. . 27% 


DIRECTION . . 


. . 19% 


QUESTION . . 


. . 18% 


EXPLANATION . 


. . 16% 


EVALUATION . 




DESCRIPTION . 





assertion: ADVISE^ OPINION^ PERSUADE^ RECOMMEND^ SELL^ PROPOSE/ SUGGEST; 
DIREarON: DIRECT^ INSTRUCT^ ORDER. 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIf^NT^ CORRECT^ SCOLD^ REPRIMAND. 



Table 2 
13 



AGRICULTURAL OCCUPATIONS . 
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
AUi-DS OF INFORM ATIO N EMPLOY EES SEND IN CO MMUNIC ATIONS 



, 0 talk: 82% ■ ® write: 1 8% 

- Assertion 




Evaluation 
10% 



Description 
8% 

Explanation 

1% 



Assertion: advise, opinion, propose, rccoininend , sell, persuade, suuijest. 
Direction: direct, instruct; order. 

[•valuation: assure, appreciate, compliment, correct, scold, reprimand. 

Fiaiivr 
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AGRICULTURAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE ' RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KIiMDS OF IN FORMATION EMPLOYEES SEND IN COMMUNICATIONS 



TALK 68^ * WRITE 32% 



ASSERTION ...... 


• 1 • t I J«J/0 


DIRECTIOfJ .... 


. . . . %i 


QUESTION ..... 


. . . . . l&o 

'V 


ASSERTION .... 


. . . . 


DIRECTION 


• • • 1 • lO/O 


EXPLAfJATION . . . 


. . . . 


EXPLAfNiATION .... 


• lilt JjG/b 


DESCRIPTION ... 


. . . . ^\7. 


EVALUATIO.N .... 


i 1*1 1 J/0 


EVALUATION ... 


till 3/j 


DESCRIPTION .... 


.... ' 


QUESTION .... 


77 

. . . £./0 



ASSERTION: ADVISE^ OPINION^ PERSUADE^ RECOMMEND^ SELL^ 
, . PROPOSE, SU.GG'EST . 

DIRECTION: DIRECT^ I NSTRUCT/oRDER . 

evaluation: assure^ appreciate^ compliment^ correct/ 
scold^ reprimand. 
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AG RICULTURAL 

V 

INDIVIDUAL RESPONSE TO. 



OCCUPATIONS 

EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES RECEIVE COMMUNICATION 



Q listen: 72% ® read: 28^ 




Demonstrations, Radio 
. 6% 

Telephone _ 

4% * "* 



30. 
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agricultural' occupations 



ADVISORY' GROUP EMPLOYEE RESPONSE 
TO...C0jND.ENSED.,EMPLOY,EE...QUE,SXIj0NNA.LRE,. 



WAYS E"^PLOYEES RECEIVE COmUNICATIONS 



: - LISTBsl: 7l Ko 

Of JE TO ONE .36% 

TELEPHONE 

DEWNSTRATiaNS. RADIO . . .' 12/o 
TO A GROUP: 2-5 PEOPLE ... 9% 



, read: 50% 

f€MOS & notes .... 

charts/graphs^ forms ^ 
manuals^ work orders 

letters a reports . . 



Table 4 
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AGRICULTURAL: OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



LISTEN I^D READ 



Assertion 
38% 



Direction 
25% 

Evaluation 

.16% 




Description 
6% 

Question 
7% 

Explanation 
8% 



Assertion: advise, opinion, propose, recommend, sell, persuade, suggest. 
Direction : direct , ins true t , order. 

Evaluation: assure, appreclaie, compliment, correcL, scold, reprimand. 



. /' mure 
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AGR ICULTURAL OCCUPA T I ON S - 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE- QUESTIONNAIRE 



T^t ,.KI_NDS_ OF I NFORMATION EMPLO YEES RECEI VP J_M COMMUN IC ATIO NS 

LISTEN AND READ 



DIRECTION . 

ASSERTION 

QUESTION . 

EVALUATION 

EXPLANATION. 

DESCRIPTION 



. 297o 

I 21/0 
. 19% 
.• 12% 
. 10% 



assertion: ADVISE. OPINION. PROPOSE, RECOMMEND. SELL. 
PERSUADE. SUGGEST. 

DIRECTION: DIRECT. INSTRUCT. ORDER. 

EVALUATION: ASSURE. APPRECIATE. COMPLIMENT. CORRECT. 
SCOLD. REPRIMAND., 

. _ Tab le 5 
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\AGR I CULTURAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 

» 

THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



O LrsTEN: Til V ^ read: 28t 




Evaluation 



12% . 
Quest ion___ 

- .ej?.. 1., . 

Explanation 

6% 

Description 

3% 



Assertion: advise, opinion, propose, recomn.ead, sell, persuade, suggest. 
Direction: direct, instruct, order. 

Evaluation: assure , app reciate , compliment, correct, scold, reprimand. 



Figure G 
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AGRICULTURAL OCCUP ATIONS 

■ — * J 



ADVISORY GROUP Ef'iPLOYEE RESPONSE 
- TO -CGNDENSED eiPLOYEE-QUESTIOfvlNATRr ' 



fH E J< I N DS^ OF INFO RM ATIO N EMPLOY EES_RECE Ly£_lN COMMUNICATIONS 



LISTEN: 70% ' READ: Jf/o 



DIRECTION ..... 


ISo 


DIRECTION .... 


. . . . m 


ASSERTION ...... 


. . . . .16/0 


ASSERTIO(\l ...... 


.. . . 5% 


QUESTION' 


. .... 15% 


QUESTION . . . . 


. . . ^ 


EVALUATIOInI . . . 


. ■ . . . J/o 


EXPLANATION . . , . 


. . . ^% . 


EXPU\NATiasj .... 


6/b 


EVALUATION . , . . 


... 3^ 


DESCRIPTIOiN .... 


6% 


DESCRIPTION . . . . 


... D/0 



ASSERTION: ADVISE. OPINION. PROPOSE, RECOFT^END. SELL. PERSUADE. SUGGEST. 
DIRECTION: DIRECT. INSTRUCT. ORDER. 

EVALUATION: ASSURE. APPRECIATE. COMPLINeJT. CORRECT. SCOLD. REPRIMATJD. 

Table 6 
21 • 
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Individu'al Supervisors Responding to the 
Occupational Communications Skills Questionnaire 

(Appendix B) 



Occupational Cluster's 



Job Categories 



Agricultural business 
Agricultural technology 
Forest management" 
Nursery/Gteerihduse 
Ornamental horticulture 



Area salesman 

Assistant general' manager 

Timber management assistant 

Gre'ehhbuse manager 

Director 



Advisory Group Supervisors Responding to the 
Conaensed Occupational Communications Skills Questionnaire 

(Appendix D) 



Occupational Clusters 
Agricultural business 

Agricultural technology 

Forest management 
Nursery /Greenhouse 
Ornamental horticulture 



Job Categories 



Agronomist, Productibn control- 
ler, Vice-president , Farm 
operator. Production foreman. 
President, General manager 

Packing foreman. General • 
manager , Warehouse foreman , 
Fieldman, Assistant manager. 
Supervisor, Shipping foreman 

District manager. District 
supervisor 

Co-owner, Partner, Supervisor 
Assistant manager, Owner 

Gardener II, Designer, Foreman, 
Owner, Secretary 



Analysis of Questionnaire Responses 

Ways Supervisors Send Communications (F igure 1. Table ?) I^/hen agri- 
cultural supervisor responses to both questionnaires were ranked, 
they were identical. The agricultural supervisors indicated that 
talking was their most frequent way of sending communications; talk 
ing to one person face-to-face and talking to a group of 2-5 persons 
were reported as\the most frequently used communications. When com 
munications were written, the supervisors indicated that they usually 
wrote memos and notes. 

Kinds of Information Supervisors Send in Communication s (Fig ures 8, 
9. Tables 8, 9) The agricultural supervisors reported that the in- 
formation most frequently sent by them included the kinds of com- 
munications summarized as assertion (advice, opinion, etc.). Over 
1/3 of the supervisor responses were reported in this group. When 
the responses of supervisors from' both questionnaires were ranked 
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by frequency, the kinds of information sent by supervisors ranked 
in the same order. According to the occupational cluster analysis 
about 1/2 of the responses made by agricultural business supervisors 
recorded ihe kinds of information given as opinions (part of the 
assertion group) and directions (part of the direction group); 
over 2/3 of the agricultural business supervisors responses to 
these kinds, of information indicated talking as the way of communi- 
cating the information. Supervisors in forest management, nursery/ 
greenhouse and ornamental horticulture indicated that they most 
frequently ^asked questions and gave explanations when they ^were 
sending ■ commuriica t ions . The usual way of communicating these kinds 
of information was oral. 

Ways Supervis ors Receive Communications (Figure 10, Table 10) 
Supervisors answering both questionnaires reported listening as the "~ 
most frequent way of receiving information; listening to one person 
face-to-face was most frequently reported. Other frequent selec- 
tions included listening to a group of 2-5 persons and listening 
by telephone. WTien reading was used to receive information, the ^ 
supervisors indicated that they were most likely to read memos- and 
notes. 

jands^ of I nforma^tion Supervisors Receive in Communications (Figures 
11, 12 y Tables 11, 12) Supervisor questionnaire responses indicated 
that the communication categories grouped as assertions (advice, 
opinions, etc.) and directions (directions, instructions, orders) 
are the kinds of information received most frequently by the super- . 
visors. When single communications categories were considered, 
the^ supervisors selected questions most frequently. These kinds 
of information were usually received by listening. 



AGRICULTURAL 0CCUPATI'(3NS 



INDIVI-DUAL RESPONSE TO SUPERVISOR QUESTI ONNA.I RE 



WAYS SUPERVISORS SEND COMMUN L CATIONS 



O talk: 70!^ 



WRITE: 30% 



One To One 

35% 



To A Group: 
2-5 people 
20% 



Telephone 
14% 




Memos & Notes. 
■20% 



Letters & Reports 

.1 6% , . 

Charts/Graphs , 
Forms , Ma-uu als , 
Work Orders 

. 4% 



De iTio'ris t r'a t to ris V R~ad i'o 
■ 1% . 



38 
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AGRICULTURAL, OGCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERV I SOR ' QUEST I ONNA I RE 



WAYS SUPERVISORS SEND COMMUNICATIONS 



ONE TO ONE . •. .' . . 35% 

TO A GROUP: 2-5 PEOPLE 16% 

TELEPHONE . . . . . ,. 15%. 

DEMONSTRATIONS/ RADIO . 11% 



MEMOS AND NOTES ... 15% 

LETTERS & REPORTS . . 4% 

charts/graphs, FORMS/. 4% 
MANUALS/ WORK ORDERS 




» - 



0-% 
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AGRICULTURAL OCCUPATIONS 



individOal response to supervisor questionnaire 
the kinds of 'informa tion supervisors send in commun..i cat ions 

TALK AND WRITE 




Explanation 
13% 



Assertion: ; advise, opinion, propose, recommend, sell, persuade, suggest./" 
Direction: direct, instruct, order. 

Evaluation: assure > appreciate, compliment, correct, scold, reprimand. 

: . . ' ^ . Figure 8 ^ - . 

• ' • 26 . . ^ 
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AGRICULTURAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUEST I ONNA,I RE 

THE,-KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 

TALK AND WRITE 
ASSERTION ..... 42% 

DIRECTION . . . . . 21% 

EXPLANATION . . . M2% 
QUESTION ...... 12% 

EVALUATION . - . . 7% 
DESCRIPTION . ... 6% 



\ 

assertion: advise, opinion/ PERSUADE/ RECOMMEND/ SELL/ 
PROPOSE/ SUGGEST. 

DIRECTION: DIRECT/ INSTRUCT/ ORDER. 

EVA4:UAT]0N: ASSURE/ APPRECIATE/ COMPLIMENT/ CORRECT/ 
SCOLD/ REPRIMAND. 

\ Table 8 
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AGRICULTURAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



Q 



lALK 



WRITE: 30% 



Assertion 
24% 



Direction 
13% 



10% 

Evaluation 
9% 

Explanation 
8% 

Description 
6% 




Assertion 

13% . 
Direction 
— 5% 



Explanation 
5% 

Evaluation 

3% . 

Question 
2% 

Description 



Assertion: advise, opinion, propose, recommend, sell, persuade, suggest. 
Direction': direct, instruct, order. 

Evaluation : assure , appreciate , compliment , correct , scold, • reprimand* 
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AGRICULTURAL OCCUPATIONS 





ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 




THE KINDS OF 


INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 


TALK 


: in 


WRITE: ' ')'^t 




ASSERTION . ,. 


• • • • • 33% 


ASSERTION 


9% 


DIRECTION . , 


. ' . . . . m 


DIRECTION ...... 


n 


QUESTION . . 


. .... 115^ 


EXPLANATION 




EXPLANATION . 


9% 


DESCRIPTION , . . . , 




EVALUATION . 


. . . . . 5% 


QUESTION ....... 


11 


DESCRIPTION . 


7T": 


EVALUATION . ... . 


11 



/ 



ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL 
PROPOSE, SUGGEST. 

DIRECT^N: DIRECT;,. INSTRUCT, ORDER. 

EVALUATION: ASSURE', APPRECIATE, COMPLIMENT, CORRECT^ 
SCOLD, REPRIMAND. 

Tab Le''9 ' . , 
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AGRICULTURAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

WAYS SUPERVISORS RECEIVE COMMUNICATION • 



Q listen: 54% ® READ : 36;^ 




Te lephone 

15% 

Demonstrations, Radio 
1% 



41 
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AGRICULTURAL OCCUPATIQ N S 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



WAYS SUPERVISORS RECEIVE COM.MUN I CAT IONS 



LISTEN: 



READ: 20« 



ONE TO ONE ..... . -35% 

TELEPHONE ... . . . . 23% 

TO A . GROUP: 2-5 PEOPLE 12% 

DEMONSTRATIONS^ RADIO 10/b 



memos & notes . . . 

letters & reports . 

-charts/graphs^ forms 
manuals^ work orders 



Table 10 

( 
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. AG RICULTURAL OCCUPATIONS 
INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE . 
THE KINDS OF I-NFO RMATJnN S UPERVISORS RECEP/E -IN COMMUNICATIONS 

LISTEN AND READ 

Evaluation 



1% 




Quest ion 
- 20 X 



Assertion: advise, opinion, propose, recoraniend , sell, persuade, suggest. 
Direction: direct, instruct, order. 

E aluation: assure, aj^:)preciate , compliment, correct, scold, reprimand. 
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AGRICULTURAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS 



LISTEN AND READ 



ASSERTION . 
QUESTION . 
DIRECTION ■ 
EXPLANATION 
EVALUATION 
DESCRIPTION 



30% 
26/0 
21% 

12% 
7% 



assertion: advise, opinion, persuade, recommend, sell, 
propose, suggest-. 

■direction: direct, instruct, order. 

' evaluation: assure, appreciate, compliment, correct, 

scold, reprimand. 

Tabla U 
33 
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INDIVIDUAL 



AG RICUL TURA L OCCUPATIONS 

RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS 



' O listen: m ' @ read: 




KxpLanat ion 
5% 



/uisorLion : advise, opinion, propose, racomnicnd , se 1 1 , persuade, suii,ges: 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, comp L ink- n L , correct, scold, reprimand. 
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^AgR ICULTURAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



IHE .K I NDS OF I N FORMAT I ON_SUPERyXSORS_REC^iyE_I_N^ 

LISTEN: 807o ' ' READ: 20% 



ASSERTION . . . . 


. . . 2i\% 


DI RECTION .... 


. . . . 7% 


QUESTION . . . 




ASSERTION .... 


. . . . 6% 


DIRECTION . . . . 


. . . m,. 


EXPLANATION . ... . 


....}% 


EXPLANATION . . . 


... 9% 


QUESTION. .... 


. . . . 2% 


EVALUATION . . . 


... 6% 


EVALUATION , . . , 


. . . 1%. 


DESCRIPTION . . . 


... 3% 


DESCRIPTION . . . , 


... 1% 



assertion: advise. opinion. persuade. recommend. sell, 
propose. suggest. 

direction: direct, instruct, order. 

evaluation: assure. appreciate. compliment. correct, 
scold. reprimand. 
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CHAPTER III 

BUSINESS AND OFFICE OCCUPATIONS 

Business and Office employee and supervisor responses -to the \ 
Occupational Communications Skills Questionnaires are summarizeax in 
Figures 13-24. 

Individual employee responses are summarized in Figures 13-18; 
Individual supervisor responses are summarized in Figures 19-24, 

Advisory Group employee and supervisor responses to the Condensed 
Occupational Communications Skills Questionnaires are summarized 
in Tables 13-24. 

Advisory Group employee responses are summarized , in Tables 13-18; 
Advisory Group supervisor responses are summarized in 
Tables 19-24, 

. f 

Individual Employees Responding to the 
Occupational Communications Skills Questionnaire 

(Appendix A) 



Occupational Clusters 

Clerk-typist 
Junior accountant 
Recordkeeper 
Secretary 



J6b Categories 

Clerk-typist 
Cost accountant 
Administrative clerk 
Secretary 



Advisory Group Employees Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix C) 



Occupational Clusters 

Clerk-typist 
Junior accountant 

Recordkeeper 



Secretary 



Job Categories 

Clerk-typist, .teaia leader " 

Accounts clerk, Accountant', 
Internal auditor 

Mail messenger. Clerk, Junior 
buyer. Accounting clerk. Ad- 
ministrative clerk 

Secretary, Clerk-steno, 
Secretary /bookkeeper , Clerk- 
typist 



Analys is of Ques t ionnaire Respons es 

Ways Employees Send Communications (Figure 13, Table 13) In the 
business and office occupations, the employee' questionnaire re- 
sponses were almost evenly divided between oral and written communi- 
cations. When responses from employees answering the detailed 

36 • 
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questionnaire were considered, the clerk-typist and secretary Indi- 
cated that they most frequently talked when they sent communications; 
the junior accountant and recordkeeper indicated that they most fre- 
quently sent communications by writing. Although 63% of the clerk- 
typist's responses Indicated talking, to one person face-to-face as 
a frequecit way of sending communications, when all employee responses 
•to the detailed questionnaire were idnsldered, the percentage dropped 
to 36/.. Responses from the field as a whole indicated' that talking 
to one person face-to-face and writing memos and notes were used with 
almost equal Jtrequncy. 

^i?£'g-Jgj_lnfon intion Employees ?end in Communications, Talk/Write 
.(Figures 14, 15, Table s 14. 15) Kinds of communications identified'^ 
in a group as assertions (advice, opinions, etc.) were used most 
frequently by business and- office employees. These assertive com- ' 
municatlons were more likely to be spoken than written. When indi- • 
vidual communications categories were considered the employees 
indicated that if they were talking they were most frequently asking 
questions and if they were wrfting they were most frequently giving 
explanations. ■ . ^ 

Ways Emp loyees Receive Communications (Figure 16. Table 16 ) De- 
tailed questionnaire responses were almost evenly divided between 
listening and reading. .. Advisory group employees responses indi- 
cated they used listening mor^ frequently than reading as a means 
of receiving communications. Listening to one person face-to-face 
was chosen most frequently by the supervlsores as their way of re- 
ceiving Information. Employees answering both questionnaires 
reported that written Information was most frequently received in 
the form of memos and notes. 

Kinds of Informati on Employees-Receive in Communications (Figures 
17, 18, Tables 17. 18) When kinds of communications received wer=e 
considered by the employees, over 50% of the responses fell into 
the communications categories, directions. Instructions, orders 
and questions. They reported that these" communications were 
received by both listening and reading. 
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BUSINESS AND OFFICE OCCUPATIONS" 
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 

WAYS EMPLOYEES SEND COMMUNICATIONS 



O talk: m ■ ■ -^'-.r ' @ write: .53Z 




_;_Letters & Reports 
9%' 



Figiwe 1 5 
38 , 
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BUSINESS. AND OFFICE OCCUPATIONS • 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES SEND COMMUNICATIONS 



■ , TA LK: 58% 
ONE TO ''ONE . . . • . . . 32% 

telephone' . 22% 
TO A GROUP: 2-5 people ^7o 



;■ " * write: ^2% 

memos &.notes . . . . 

lejters & reports . . 

charts/graphs^ forms 
manuals, work orders. 



Fable- 13 



B USINESS AND OFFICE OCCUPATIONS 
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
THE KINDS O F INFORMATION EMPLOYEES SE ND IN COMMUNICATIONS 

. ' f ■ ^ 



TALK AND WRI TE ^ ' 

^Description 




Ques tion 
18% 



Assertion: advise', opinion, propose, re.commend , sell, persuade, suggest. 
Direction: direct^ instruct, order. . 

Evaluation: assure, appreciate, compliment, correct, scold, reprimand. 
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BU SINESS AND OFFICg OCCUPATIONS 



. ' ADVISORY GROUP EMPLOYEE RESPONSE 

TO CONDENS^r. EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES SEND IN, COMMUNICATIONS 



TALK AND WRITE 

— — 



ASSERTION . . 


. . '28% 


QUESTION . . 


, . 24% 


EXPLANATION . 


. 21% 


DIRECTION . . . 


. 18% 


DESCRIPTION . . 


. 5% 


EVALUATION . . 





} 

I 

I 

I 

i 



assertion: advise., opinion., persuade., recommend., sell., 
propose., suggest. 

direction: direct., instruct., ord§r.. 

evaluation: assure., appreciate^ compliment., correct., scold., 
reprimand. 

" - ' • 7ahle 14 
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- B USINESS AN,D-~QfFICE OCCUPATIONS 

. INDIVIDUAL RESPONSE TO' EMPLOYEE QUESTIONNAIRE 

"4- 

tHEKINDS-OF I .NFO RgfATI ON EMPLOYEES SEND If\l COMMUNICATIONS 



• O ta lk: m . • ® write; 55?^ 




Assertion: advise, opinion, propose, recommend, :::ell , piirsuade, sufrger. : 
Direction: direct, instruct, order.' 

Evaiuacion: assure, appreciate, compliment, correct, scold, reprimand. 

Fi'jun'e !h 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS O F IMFQRMATIOM EMPLO YEE S SEND IN COMMUN I CAT I ONS 
TALK: 



ASSERTION . 

QUESTION . 

EXPLANATION 

DIRECTION 

EVALUATION 

DESCRIPTION 





write: 


^2% . 


111 


ASSERTION . . 


... 11% 


111 


DIRECTION . .' 


... 11% 


111 


EXPLANATION . 


... 91 


11 


QUESTION •. . , 


... 7% 


3%, 


DESCRIPTION. . . 


^ . . .'31 


21 


EVALUATION . . 


. . . IZ 



assertion: advise, opinion, persuade, recommend, sell, 
propose, suggest. 

direction: " DIRECT, INSTRUCT, ORDER. 

'EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 

Table 15 
43 
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BUSINESS AND OFFICE OCCUPATION S 

■INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
WAYS EMPLOYEES RECEIVE COC-IUNICATION 



O listen: m ' • ® READ: 53% 
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BUSINESS- AND OFFICE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE ; 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES RECEIVE COMMUNICATIONS 



LISTEN: 62% 

ONE TO ONE . 31% 

TELEPHONE ' . 25% 

TO A GROUP: 2-5 PEOPLE 5% 
DEMONSTRATIONS, RADIO 1% 



READ: 38% 
MEMOS & NOTES • .... 27% 



charts/graphs^ FORMS^ 

MANUALS^ WORK ORDERS 



LETTEFiS & REPORTS ... 5% 



Table 16 



A5 
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BU SINESS AN D OFFICE OCCUPATIONS 
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 

■r 

THE_ KINDS OF INFO RMATION EMPLOYEES R ECEIVE IN COMMUNICATIONS 



LISTEN AND REA D 7 

~~ Evaluation 



3% 




Expl ana t ion 
18% 



VsHc-rL 1 'H : advise, opinion, propose, re .mend , sell, persuade, suggest. 
)j rod ion: direct, instruct, order. 

•■ val u.i L ion : assur^' , a()|M\* c i ti t e , (:(.)ni|) 1 I ■ , t-^ < r i , scold, rci> i" i inarid . 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 

V 

THE KIMD S OF INFORMATION EMPLOYEES RECE IVE IN COMMIirn^ 
' ' LISTEN AND READ 



DIRECTION .... 32% 

QUESTION - 2m 

ASSERTION 17% 

EXPLANATION . . . ,.15% 
EVALUATION . . . . 7% 
DESCRIPTION .... 5%- 



ASSERTION; advise", OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECTION: DIRECT, INSTRUCT, ORDER. 

EVALUATION: „ ASSURE,. APPRECI ATE, " COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 

Tcil)le 17 
47 
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BUSINESS AND OFFICE OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



O LISTEN; ^7% 



READ: 53% 



D i rect ion 
14% 



Question 

- 13% • " 



Explanation 
11% 



Assertion 

• 6% 
Descrip tlon 
2Z 

Evd luat ion 
1% 




Direction 
21% 



Question 
11% 



Assertion 
7% 



Explanation 
7% 

Description 
5% 

Evaluation 
2% 



Assercion: advise, opinion, propose, re co ir.:i;c n d , sell, persuade, su^^esi, 
Direction: direct, instruct, order. \ 

Kvaluatioal assure, appreciate, connlinvnL, correcL, s.-old, reprimand. 



Figure 13 
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BUSINESS AND. OFFICE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE" QUEST lONNAI RE 



THE KIN DS gF INFORMATION E MPLOYEES _R^ECE1VEJ_N COMMUNI CAT I ONS 



LISTEN 



QUESTION . 

DIRECTION . . 

ASSERTION . . 

EXPLANATION . 

EVALUATION . .■■ 

DESCRIPTION . 



52% 



read: 38% 



: . 15% 

I ■ J.J./a 

.. . 10% 

. . ^% 



DIRECTION . 
ASSERTION" . 
•QUESTION . 
EXPLANATION 
EVALUATION 
DESCRIPTION 



. . 15% 

. . 6% 

• • 5% 

. . 5% 

. . 3% 



assertion: advise. OPINION. PERSUADE. RECOMMEND. SELL. 
PROPOSE. SUGGEST. 

DIRECTION: DIRECT. INSTRUCT. ORDER. 

evaluation: assure, appreciate, compliment. CORRECT. SCOLD. 
REPRIMAND. 

Tal^e 18 

. 49 
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Individual Supervisors Responding to the 
Occupational Coranjunications Skills-Questionnaire 
(Appendix B) 



Occupational Cluste rs 

Clerk^typist: 
Junior accountant 
Recordkeeper 

u 

Secretary 



Job Categories 

Editorial assistant 
Accounting supervisor 
Supervisor of policies 

and procedures^ 
Business manager 



Advisory HrouD Supervisors Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix D) ' 



Occupational Clusters 
.Clerk-typist 

Junior accountant 
Recordkeeper 

Secretary 



Job Categories 

Clerk- typist-secretary, Super- 
visor, Manager, Accounts pay- 
able 

Chief accountant. City treas- 
urer. Accountant, Partner 

Financial manager. Contract 
specialist. Accountant, 
Cashier, Supervisor 

Supervisor, Administrator, 
Chief controller. Chief 
electrical engineer 



Analysis of Questionnaire Responses 

^^-■Superv isors Send Communications (Figure 19, Table 19) S up e r- 
visor responses are fairly evenly divided between talking and writ- 
ing as ways of sending communications. Clerk-typists and secretaries 
reported that talking was their most freiquent way of sending com- 
munications while junior accountants and recordkeepers reported that 
writing was their most frequent way of sending communications. An 
^ven distribution of responses occurred again when the most frequent 
way of giving information was evenly divided between talking to one 
person face-to-face and writing memos and notes. 

ICin ds of Info rmatJjm_Sj^jyJ^ sors Send in Communications (Figures 20 , 

T_gble s 20, 21) The supervisors indicated that assertions 
(listed as a group of communications skills) and explanations were 
the kinds of information most frequently given during their work. 
Supervisors answering the detailed questionnaire indicated that dir- 
ections (listed as a group of- communications skills) were also a 
frequent kind of information given. These kinds of information were 
given by both talking and writing. 
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Kfivs_..SupervLsors Recei ve Communications (Figu re 22, Table 22^ 
Supervisor responses were tairly evenly divSded betwe-i^Tl^nir 
and reading as ways of receiving communications. Clerk-typists and 
tn^oi?d r ""^-^^ frequently to questionnaire items tha^ 

to n.^!!?- "'"^ accountants and recordkeepers responded 

reauen "iT J'"' '"""'"^''^ '^^^^'^"S" ' ^formation was most 

frequently received by listening to one person face-to-face and by 
reading memos and notes. <= uy 

^jr;ds_oOnforma tion Supervisors Reco.ive in Communicatinn .c; 
lFigurg^^j7T4, Tables 23, 24) Assertions (listed as a group of 
communication skills) were" the most frequent kind of information 
received by the supervisors. When individual communications skills 
were considered, the supervisors indicated that they received ques^ 
tions most frequently. Assertions; were received both by listening ' 
ancj reading; questions . were" usually received by listening 
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BUSINESS AND OFFICE OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



WAYS SUPERVISORS , SEND COMMUNICATIONS 



O talk: 527o 



WRITE 



One To One 
24% 



To A Group: 
2-5 people 
15% 




Telephone 
12% ' 



Demons t cations , Radio 
1% . ' 



Memos & Notes 
25% 



Charts/Graphs , 
Forms , Manuals , 
,Work Orders 
12% 



Letters & Reports 
11% 



G6 

Figure I? 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISO.RY GROUP SUPERVISOR RESPONSE 
TO CONDENSED. SUPEIRVISOR QUESTIONNAIRE 



WAYS SUPERVISORS SEND COMMUNICATION S 

talk:- mi 



ONE ^0 ONE . 30% 
TELEPHONE . . .- '. . ' 19% 
TO A GROUP: 2^5 PEOPLE 5% 
DEMONSTRATIONS, RADIO ' ' -^l 



write: 43%' 
MEMOS. S' MOTES 
LETTERS "& REPORTS 

charts/graphs,, forms, 
manuals, work" orders 
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BU SINESS AND OFFICE OCCUPATIONS 

INDIVIDUAL RESPONSE TO SUPE.RVISOR QUESTIONNAIRE 
THE KINDS OF INFO RMATION S UPERVISORS S END -IN COMMUNICATIONS 



TALK AND WRITE ' Description 

\ : — : 6% 




Explanation 
19% 



Asser".)ii: advise, opinion, propose, refcofcniond, sell, persuade, suggedt. 
Direction: direct, instruct, order. 

Evaluation: assure, ,ii)precLaLc, conip 1 InicnL , curret-.L ,- scold , rcprim.-ind. 

Fi'rjux'e 20 . 
54 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISORY GROUP SUPERVISOR REPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THEj<jNDS_gF_INFOR^^ SEND IN CO MMNNI CATIONS 



TALK AND WRITE 



ASSERTION . . 


. . 32% 


EXPLANATION . 


. . 22% 


QUESTION . . 


. 19% 


DIRECTION . . . 


. 13% 


DESCRIPTION . . 


. n 


EVALUATION . . 


. n 



,. ASSERTIOf^: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECTION: DIRECT, INSTRUCT, ORDER. 

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 

Table 20 
55 
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BUSINESS AND OFFICE OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
Idl ..!< I N JDS OF INFORMATION SUPERVI SORS^SEN D IN COMM UNI CATIONS 



O talk : 52/0 ® write; HP,! 




Description 

1% 



/Viscrtion: advise, opinion, propose, rcoruv.icnci , sell, persuade, ^:u^i^c;.-i l . 
DirecLion: direct., ini>cruct^ order. 

^valuation: assure, apn rci* i ale , t.omp 1 i r-i^'iu , correct:, scx^ld, rc»p ri :::.ind . 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF IN FORMATIO N SUPE RVISORS SEND IN COMMUNICATIONS 



talk: 57% 
assertion . 
question . 
explanation 
direction . 
evaluation 
description 



WRITE: '^3% 



\n 

13% 
12% 
7% 

5% 
3% 



ASSERTION . 
EXPLANATION 
DIRECTION . 
QUESTION . 
DESCRIPTION 
EVALUATION 



15% 
10% 
6% 
6% 



-L/0 



ASSERTION: ADVISE. OPINION, PERSUADE. RECOMMEND, SELL. 
PROPOSE, SUGGEST'; 

DIRECTION: DIRECT, INSTRUCT, ORDER. 

EVALUATION: ASSURE, APPRECIAT-E, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 



TcibTe 1:1 
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BUSI NESS AND OFFICE OCCUPA " I CMS 
INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
WAYS SUPERVISORS RECEIVE COMI-lUN ICATION 



O listen: m ® i^EAD: 52% 




Figure 2.2 
58 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



WAYS SUPERVISORS RECEIVE COMMUNICATIONS 



LIS TEN: 56% 

ONE TO ONE 30% 

TELEPHONE 20% 

TO A GROUP: 2-5 PEOPLE 5% 
DEMONSTRATIONS. RADIO 1% 



READ: Wo 

MEMOS & NOTES .... 27% 
LETTERS & REPORTS . . 10% 

charts/graphs, FORMS^ 

MANUALS^ WORK ORDERS 7% 
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BUSINESS AND OFFICE OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPr'-iViSOR QUF.STI ONNAI RJ: 
ly.^. A Ij^JDS^^O F__ FO Rf^iA r IGN_S ^ Ct IVE IN C OMMUNICATIONS 



LISTEN AND READ 

Evaluation 




Quest Lon 
18% 



.'uisertion: advisci, opinion, propose, reco:::n:und , soil, persuade, j-*.ui_;i;cs u . 
Direction-: direct, insti'uct, order. 

Evaluation: assurv-, ap]) roc I at e , cornp I i :v.im t . rorrc*': , s.-ohi, rt-nriiraruf 

p 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISORY'GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



'THE KINDS OF IN FORMATION SUPERV ISOR S RECEIVE- IN COMMUNICATIONS 



LI STEN AND READ 
ASSERTION . 
QUESTION . 
EXPLANATION 
DIRECTION . 
DESCRI PTION 
EVALUATION 



33% 
28% 

167o 

m 

6% 

3% 



ASSERTION : 

DIRECTION : 
EVALUATION 



ADV.ISEy OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECT, INSTRUCT, ORDER. 

ASSURE,' APPRECIATE, COMPLIMENT, CORRECT/ SCOLD, 
REPRIMAND. 
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BUSINESS AND OFFICE OCCUPATIONS 



. INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
I'iE_K LNDS_ 0 F_||^FORMAn^^ 



O LISTEN: Li PJ^ @ READ: 52% 




2% 



As :..(.' rt. i IV ;-. : ^iJ.visc , opinion, prkjposc, vc.ciy.::...:r.-Ld , sell, pc rs i.ade , .r. i.i;;;j,c.s L . 
L) i rc (■ L ion : -iirect., instrucL, order. 

•.•;v.i i on : .!S;;un-, .ip jMr c i .'it e , • coinp 1 i ; .v; 1 1 , i,o iT.-r i , .-.■.old, i.o'ir i::;.!:id. 
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BUSINESS AND OFFICE OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS 



LISTEN 



QUESTION . . 
ASSERTION . 
EXPLANATION 
DIRECTION . 
EVALUATION . 
DESCRIPTION 



56% 



m 

17% 

m 

7% 

2% 

11 



read: W 



assertion . 
question' ■ 
direction . 
explanation 
description 
evaluation 



. 15% 

. m 

. 7% 

. 7% 



ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL^ 
PROPOSE, SUGGEST. 

DIRECTION.: DIRECT, INSTRUCT, ORDER. 

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 

ZabLc 
63 
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CHAPTER IV 

DI STRIBUTION AND MARKE ^' ING OCCUPATIO NS 

Distribution and Marketing employee and supervisor responses to the 
Occupational Communications Skills Questionnaires are summari/^ed in 
Fit^.ures 25-36. 

Individual employee responses are summarized in Figures 25-30; 
Individual supervisor responses are summarized' in Figures 31-36- 

Advisory Group employee and supervisor responses to the Condensed 
Occupational Communications' Skills Questionnaires are summarized 
in Tables :^5-36. 

Advisory Group employee . responses are summarized in Tables 25-30; 
Advisory Group supervisor responses are summarized in Tables 31-36, 

Individual Employees Responding to the 
Occupational Communications Skills Questionnaire 

(Appene^ i x A) 

Occi pat ional Clusters Job Categories 

Eat/Drinic establishment Head waiter 

Hospitality/Lodging Desk clerk 

Real estate Salesman 

Self-service retail Food clerk 

Advisory Group Employees Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix C) 

Occ upational Clusters Job Categdr ies 

' Eat/Drink establishment Bus boy, Waitress/Hostess, 

Waitress , Waiter 

Hospitality/Lodging Clerk, Desk clerk 

Real estate Salesman, Broker 

Retail sales Bookkeeper, Sales clerk. 

Merchandise buyer. Salesgirl, 
Department head 

-J Analysis of Questionnaire Responses 

Ways Empl oyees Send ^ommurcL'a tions (Figure 25, Table 25 ) Distributive 
and Marketing employees indicated that they used their talking skills 
much more frequently than their writing skills during their work. 
Talking to a group of two to five persons and talking by telephone 
also, to a lesser extent, ranked as frequent ways of sending communi- 
cations. \'Jhen writing was used to- give information, memos and notes x 
were used more frequently than any other form of written communicati.ons' 
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■!ijjjj A_o_^J,nf ormation Employees Send in Communications , Figures 26 , 

T-^ ^l^s 26, 27) When all employees responded about the kinds 
of information^^ given, they indicated that it was most frequently 
in the form of explanations. Directions and assertions (groups of 
communications skills) were also frequently offered. Explanations 
and assertions were usually given by talking; directions were given 
about equally by talking and writing. Employees answering the 
condensed questionnaire reported that assertions (a group of communi- 
cations skills) and questions were most frequently used by them. 
These kinds of information were usually given by talking. 

W ays Employees Receive Communications (Figure 28, Table 28 ) Employees 
from the Distributive and Marketing occupations reported that they 
listened much more frequently than they read during their work. 
They reported that listening to one person face-to-face was the most 
frequent way of receiving information. Information was also fre- 
quently received by listening to a group of two to five persons and 
listening by telephone. When information was read, the employees 
were more likely to read memos and notes than any other written form 
of communication. 

Ki nds of Information Employees Receive in Communications (Figures 29 , 
30, Tables 29, 30 ) Directions (a group of communications skills) 
ranked as the most frequent kind of information received by these 
employees. Employees answering the detailed questionnaire reported 
assertions were also frequently received; employees answering the 
condensed questionnaire reported being asked questions frequently. 
Directions were received by both listening and reading; assertions 
and questions were most frequently received by listening. 
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DISTRIBUTION AND MARKETING OCCUPATIONS 
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



WAYS Em'LOYEES SEND CONLMUNT CATIONS 



O talk: 63.^ " @ write: 32% 




Te lepi)one 
18% 



De mo ns 1 1 a Lions, R^i.d i o 
2Z 




a' 



80 
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V3i 



D£5TRJ BUT I ON AN 



1^ C 
D MARKET 



ING OCCUPATIONS 




yOVISORY -GfROUP EMPLOYEE RESPONSE 
TCX. COND&f^S^ EMPLfOYEE QUESTIONNAIRE 



WAYSEMPLOY^EEsS SEIId COMMUNICATIONS 



TAL-K ; 781 -,. ' 
ONE .TO ONE . . ... 56% 
TELEPHONE \ . . . 22%, 
TO. A GROUP: 2-5 ,^M, 



DEMON,STRATIONS, 
•fJADIO [ . . - . . . . • 107o ' 




write: 22% 

memos & notes .... 16% 

letters & reports . . 4% 

charts/graphs, forms, 
manuals, work orders 2% 
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DISTRIBUTION AMD MARKETING OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
THE KIN DS OF IN FORMATION EMPLOYEES SEND IN COMMUNICATIONS 



TALK AND WRITE 



ft 




19% 



Assert ion: advise, opinion, propose, recommend, sell, persuade, suj^gest. 
DirecLLon: d i rec t , i ns t rue t , orde r . 

livaluaLion: assure', appreciate, comprimenL, correct, scold, reprimand. 

Figure 26 
• 68 
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DISTRIBUTION AND mRKETING OCCUPATIOi>iS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF 'INFORMATION EMPLOYE ES S END IN CO MMUNICATIONS 



TALK AND WRITE 



ASSERTION . . 


. . 28% 


QUESTION . . 


. . 20% 


EVALUATION . 


. . 19% 


DIRECT I0N . . 


. . 15% 


EXPLANATION . 


. 13% 


DESCRIPTION . . 


.. 5% 



assertion: advise^ opinion^ persuade^ recommend, sell^ 
. propose^ suggest. 

direction: direct^ instruct^ order. 

evaluation: assure, appreciate, compliment, correct, scold, 
reprimand. 



Table 26 
69 
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DISTRIBUTION AND MARKETING OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



THE KINDS OF I NFORMA.TI Qivj EMPLOYEES SEND IN COMMi I ONS 




A.sserLion: advise, opinion, p ropose recommend , sell, persuade, suggest. 
Direction: direct, instruct, order. 

Evahiation: assup-', appreciate, complimcnL, cor rec s co 1 d , reprimand. 

Figui'e P. 7 
70 
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DISlRIBUTION A/JD TIARKETING OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSt 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS 


Of- INFORMATION- EMPLOYEES 


SEND IN COMMUNICATinN.q 




talk; fk 


WRITE 22% 




ASSERTION , 


21% 


ASSERTION . . . . 


. 7% 


QUESTION ■ . 


17% 


DIRECTION . . . . 


. ^7o 


EVALUATION 


15% 


EXPLANATION . . . 


. ^% 


DIRECTION . 


11% 


G-5UESTI0N .... 




EXPLANATION 


••111! 9% 


EVALUATION . . . 


. 3% 


DESCRIPTION 


1,07 

4/o 


DESCRIPTION . . . 


. 1% 



assertion; advise, opinion, percuade, recommend, sell, 
propose, suggest. 

direction: direct, instruct, order. 

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 
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DISTRI3UTI0M AN^ MARKETING OCCUPMIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES RECEIVE C0M>fUNICAT10N 



O listen: 61>o ® read: 39/^ 
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DISTRIBUTION Af!D MARKET IMG OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



V^AYS EMPLOYEES RECEIVE COMMUNICATIONS 



LI STEN: 71% 

ONE TO ONE 36% 

TELEPHONE . 17% 

TO A GROUP; 2-5 PEOPLE . 10% 

DEMONSTRATIONS^ RADIO . 8% 



RE AD: 2J% 

memos & notes . . . 

charts/graphs^ forms 
manuals^ work orders 

letters & reports . 



Tabic 28 
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DISTRIBUTION AMD 'lA!^ KF.T I NG OCCUPATIOMS 
INDIVIDUAL RESPONSE TO EMPLOYEE QUEST lONN-AI RE 
' IdE J. IJiPS 0/ I ilFORMAT I gN__E_MPLOYEES_RECE^ VE IN COMMUNICATIONS 



LISTEN AND READ 

Evaluation 




L7% 



Assertion: advise, opinion, propose, r»-. mend, sell, persuade, su^-gest. 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, eompHnient, correct, scold, reprimand. 

;..■;<.•'• ' .'.>' 
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DISTRIBUTION AMD TIAi'^KETI.MG OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



LI STEN AND RE.^. D 

DIRECTION . 
QUESTION . 
EVALUATION 
ASSERTION . 
EXPLANATION 
DESCRIPTION 



111 
21% 
20% 
18% 

8% 
5% 



ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECTION: DIRECT,' INSTRUCT, ORDRR, 

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCO'.D, 
REPRIMAND. 
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DISTRIBUTIOM AND MARKETING OCCUPATIONS 

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
THE K I_NPS OF Ji^FORMATLOii_EM^ RECEIVE IN COMMUNICATIONS 



Q LISTEN: GLo @ read: 39% 




Fixp Ian at; ion 
7% 

EvalvuL ion 



Assertion: advi.^ , opinion, propose, recoramcnci, sel.f. , persuade, suggest. 
Direction: direct, instrucc, order. 

Evaluation : assure , aj.nrcc iate ,' ^comol i ment , correct , sco Id , reprimand . 

Figure 
76 
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DISTRIBUTION AND MARKETING OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONr-'v:aED employee QUESTIONNAI/ftE 




left K I NDS OF I NFORMATIO N EMPLOYEES_RECEXVE I,N COMMU NICATIONS 
LISTEN: 71% 



QUESTION . 

DIRECTION 

EVALUATION 

ASSERTION 

EXPLANATION 

DESCRIPTION 



17% 
16% 
15% 
1^1% 



n 07 

D/o 



'CP 



rea d; 29% 
direction . 
evaluation 
assertion . 
question . 
description 
EXPLANATi 



11% 



4% 
3% 



ASSERTION : 

DIRECTION : 
EVALUATION : 



ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. 
PROPOSE. SUGGEST. 

DIRECT. INSTRUCT. ORDER. 

ASSURE. APPRECIATE. COMPLIMENT. CORRECT. SCOLD^ 
REPRIMAND. - 



'■^i}ilc SO 
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Individual Supervisors Responding to the 
Occupat ional Communications Skills Questionnaire 

(Appendix B) 

Oc cupat ional. Clusters - Job Categories 

Eat/Drink establishment Waiter-head bus boy 

Hospitality/Lodging Manager 
Real estate Managing broker 

Retail sales - Assistant manager 
Self-service retail Assistant manager 

Advisory Group Supervisors Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix D) 

Occ upa clonal Clusters Job Categor ies 

Eat/Drink establishment Head wa;; ..''. Business adminis- 

trator, =^.-jom service 

Hospitality/Lodging General manager, Desk clerk 

l\t il estr.te Assistant manager. Agent, 

Salesman, Sales manager. 
President, Branch manager 

Retail sales Assistant manager. Manager, 

Supervisor 



Analysis of Questionnaire Responses 

j^iiy^ Supe rvisors Send Communications (Figure 31, Table 31 ) Super- 
visors answering both questionnaires reported that. they used talking 
more frequently than writing when they sent communications. Talking 
to one person face-to-face was the most frequent way of giving in- 
formation. When writing was used for comiiiunicar on, the 5 upervisors 
indicated that they sent memos and notes more frequently than any 
c*^her form of written communications. 

Kinds of Ij \io r mation Supervisors Send in Communications (Figures 32 ^ 
33, Table,^ 32 ^ 33) l-Jhen supervisors responded to questions about 
the kinds of information that the/ sent in their communications, they 
selected assertive communications, (listed as a group of communica- 
tions skills) most frequently. This kind of information was sent 
by talking and writing but most frequently by talking. Supervisors 
answering the detailed questionnaire also selected directions (listed 
as a group of communications skills) as a kind of information fre- 
quently given. Supervisors answering the condensed questionnaire 
indicated that they were m ^-e likely to ask questions than give 
directions. Directions given by both talking and writing; 
.^q uoK tXooK - WO r.o- - us-ua-lJ y . 1 i » ' ; i b y t a Ik i ng . - 



-^,0^^^^^^ Receive Communi cations (Figure 34, table 34) Tl i e 
supervisors selected listening more frequently than reading as the 
way they received Information at their work. Listening to one person 
face-to-face and listening by phone ranked/ in that order, as ways 
of receiving information- The supervisors indicated that information 
received by reading most frequently came in the form of memos and 
notes. 

Informa tion Supe r visors' Receive in Communications 
F igures 35, , Tables 35, 36 ) Assertions' (listed as a group of 
communications skills) ranked as the kind of information most fre- 
quently received by the supervisors. Directions (listed as a group 
of communications skills) ranked next in frequency according to 
supervisors answering the detailed questionnaire; questions ranked next 
in frequency acc:ording to supervisors answering the condensed ques- 
tionnaire. Assertions were received both by listening and reading 
but most frequently by listening. Supervisors answering the de- 
tailed questionnaire reported that their directions most frequently 
came from reading. Supervisors answering the condensed questionnaire 
reported that they were most likely to receive questions by listening. 
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DISTRIBUTIO^.I AND flARKETIMG OCCUPM IONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
WAYS .SUPERVISORS SEND COMJIUNI CATIONS 



O ta lk: 65/o ® write: 35 % 




Tell . none 

14/; ' 

Demonstration .d'' ' 



9 
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P±aiJRlElLTLQIL_MD MARKETING QCCUPATI on? 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 

wA:[:s_sup_EjiyisaRs " end communications 



ONE 'TO ONE .... . 

TELEPHONE 227= 

TO A GROUP: 2-5 PEOPLE 9% 
DEMo1**^TRATIONS, RADIO. ^% 



write: 3n 

MEMOS S NOTES . . . 
charts/graphs /FORMS 

manuals, work orders 
Letters & reports . 



'a.' 
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DISTRIBUTION AND .MARKETING OCCU°ATIONS 



INDIVIDUAL .RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THE.. KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



TALK AND WRITE- 

Description 




Exp 1 an at ion 



9 

Assertion: advi:^a , opinion, propose, rLiconimend, sell ,^ pe rs uade , suj_;^t^siL. 
Direction: direct, inst.ruct, order. 

Evaluation:' assur.', ;ipp reciale , comi>l i inen t , correct , scold, reprimand. 

82 • 
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DISTRIBUTION AND riARKETING OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO. CONDENSED SUPERVISOR QUESTIONNAIRE 



IHE .KINDS OF laN FORMATION J.yPERVI_SORS _S tND_iN ^OMMUN I CAT IONS 



TALK AND WRITE 



ASSERTION . . 


. . 39% 


QUESTION ... 


. . 19% 


EXPLANATION . 


. 15% 


DIRECTION . . 


. 12% 


EVALUATION . . 


. 9% 


DESCRIPTION . 


. 6% 



\ 



ASSERTION: ADVISE^ OPINION^ PERSUADE^ RECOMMEND^ SELL> 
PROPOSE^ SUGGEST. 

DIRECTION: DIRECT, INSTRUCT^ ORDER. 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIMENT^ CORRECT^ SCOLD^ 
REPRIMAND. 



Table 32 
83 
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DISTRIBUTION AMD MARKETING OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



Iiii_i< I..^_DS _0F JN£ORMAT| IM COMMUNICATIONS 



TALK: B5% 



WRITE: 35?^ 



Assertion 
25% 



Direct ion 
IIZ 



Ques tion 
HZ 



Evaluat ion 
lOZ 

Explaniition 
8Z 




Assertion 

12%' 

Direction 
10% 



Explanation 
6% 

Description 
5% 

Evaluation 
2% 



Assertion : advise, opinion, propose, recommend, sell, persuade, sui;gesL. 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, compiimeiU, correct, scold, reprimand. 

Figure 33 
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DISTRIBOTION AMD MARKETING OCCUPATIONS^ 



ADVISORY GROUP SUPERVTSOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KjmS_ OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



T ALK: 69/? 



ASSERTION ■ 
QUESTION ■ 
EXPLANATION 
DIRECTION . 
EVALUATION 
DESCRIPTION 



WRITE! 



All 



. Ill 

. 15Z 

. 7% 

. 7% 

. ^% 



ASSERTION . 
EXPLANATION 
DIRECTION * 
QUESTION . 
EVALUATION 
DESCRIPTION 



12% 



5% 

n 
1% 



ASSERTION : 

DIRECTION; 
EVALUATION : 



ADVISE, OFINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECT, INSTRUCT, ORDER, 

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 



TrJDle .53 
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ti'l St'R I BUT I ON ■ AND MARKET IMG OCCUPAtToNS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

WAYS SUPERVISORS .RECEIVE COMMUNICATION 



Q listen: 6 07o ; ® read: ^0% 
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DISTRIBUTIOrr AND f'lARKETING' OCCUPAridNS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIO.MMAI RE 



WAYS SUPERVISORS RECEIVE- COMMUNICATIONS 



LISTEN: 57^ 



t I 1 t I 



ONE TO ONE , 

TELEPHONE 2^% 

TO A GROUP: 2-6 PEOPLE . 6^ 

DEMONSTRATIONS^ RADIO . 3^ 



read: 33/0 

memos & notes . . . 

letters & reports . 

charts/graphs^ forms 
manuals^ work orders 



Table 34 
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DISTRIBUTION AND MARKETING OCCUPATIONS- 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
IHE. _K I NDS 0 F I N FORMAT ION _ SUPERVI10_RS_RECEiyE_iN COMMUN I CAT IONS 



LISTEN AND READ 

— -■— - - o 

. Evaluation 




30% 



Assertion: advice , ^ opinion , propose, recommend, sell, persuade, suggest. 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate ^ ccmpliment, correct, scold, reprimand. 

Figure 35 
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DISTRIBUTION ATJD riARKETI.MG OCCUPATIONS 



\ 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF I NFOR MATION SUPERy][SORS_R_EClP/E_IJ\[_CO MMUNIC ATIONS 



LI STEN AND READ 



^ASSERTION . . . 




QUESTION . . . 


. . 


DIRECTION . . . 


. . m 


EXPLANATION . . 


. . m 


EVALUATION . . 


. . 9% 


DESCRIPTION . . 


v . sz 



ASSERTION: ADVISEy OPINIONy PERSUADE^ RECOMMEND^ SELLy 
, PROPOSEy SUGGEST, 

DIRECTION: DIRECTy INSTRUCT^ ORDER. 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIMENTy CORRECT^ SCOLDy 
REPRIMAND. 

Table .55 
89 
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DISTRIBUTION ^HT) MARKETING OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

I 

THE K I M D S OF IN FO RM AT 1 0 N S UP E R V I S 0 RS _R E C E I VE Ui COMMUNICATIONS 



O LISTEN: bd % . @ read: m 




Direct Ion 
9% 



Desc r ipt ion 

C. to 



Assertion: advise, opinion, propose, recommend, sell, persuade, siK^gcst 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, compliment:, correct, 'is cold, reprimand. 
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DIStRIBlJtTON AND mRKETING OCCUPATIDNS 



ADVISORY GROUP SUPERVI^SOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF IN FORMATION SUPERVlSORS_ RECE I VE I N COMMUN I CAT IONS 

67% 



LISTEN 



ASSERTION . . i . 


. . . 25% 


ASSERTION' . 


QUESTION . . . . 


. . ■ . 19% 


DIRECTION . 


EXPLANATION . . .. 


." . . 9% ~ 


QUESTION . 


DIRECTION . . . . 


. ' . . Tl 


EXPLANATION 


EVALUATION . . . 


... 5% 


EVALUATION 


DESCRIPTION . . . 


... 2% 


DESCRIPTION 



re ad: 33% \ 

k ■ 



I \ 

, 7% 
. ■ 5% 



. i|% 



ASSERTION: ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. 
PROPOSE. SUGGEST. 

DIRECTION: DIRECT. INSTRUCT. ORDER. 

EVALUATION: ASSURE. APPRECIATE. COMPLIMENT. CORRECT. SCOLD. 
REPRIMAND. . _ 

. - . TctJj he 36 
■ 91 ' 
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' CHAPTER V, . • ' , 

HEALTH OCCUPATION S 

Health employee and supervisor responses to the Occupational Communi- 
catLons Skills Questionnaires are summarised in Figures . 37-4d* 

Individual employee 'res"pon.ses are summarized in Figures 37-42; 
IndivYdual supervis\)r responses are summari2:ed in Figures 43-48, 

Advisory Group employee and supervisor responses to- the Condensed 
Occupational Communications Skills Questionnaires are summarized in 
Tables 37-48. t ' c . 

Advisory Group employee responses are summarized in Tables 37-42; 
Advisory Group supervisor responses are summarized in Tabled 43-48, 

. * o.l 

Individual Employees Res ( nding, to the 
Occupational Communications ills Questionnaire 

(Appendix A) . 

^O ccupational Clusters * Job Categories 

' Auxiliary dental Dental assistant 

Auxiliary medical Medical assistant 

Nursing Licensed practical nurse 

Advisory Group Employees Responding to the , ' 

Condensed Occupational Communications Skills Questionnaire ^ 
><* \ (Appendix C) . ' 

Occup at ional/Clusters - ' Job Categories 

Auxiliary dental • Dental hygienist, Receptionist, 

Dental assistant 
» ^ • ^ »>, 

Auxiliary medical Medical assistant, Secretary/"' 

. bookkeeper, Receptionist 

^ Nursing Licensed practical nurse 

Analysis of Questionnaire Responses 

Ways Employees" Send Communications (Figure 37, Table 37 ) Health - 
Occupations employees answering both'*c}uestionnaires gave information 
most frequently by talking. Talking to one^'^person face-to-face w'as ^ . 
the most frequent way of giving inf^onnation. When writing was used 
to give information, these employees used memos -and notes more fre- 
quently than any other form of written communication. Very little 
writing as a means of sending communications was reported in the 
health field and where it did occur there was little correlation ie- 
tween what the individuals reported and' what adyisofy groupo reporl'ed. 

Kinds of Information Employees Send in Communications QFi'-gu res 38, < 
39, Tables 38, 39) Health Occupations employees indicated that. c:(sser- 
tions (advice, opinions, etc.), directions (directions / instructions , 
orders), evaluations (assurance, appreciation, etc.") and questions 
were, the kinds of information given most frequently. This information 
was given most frequently by talking, - ■ - • , 

92 



iot) 



Ways^EmpJovjj^^^ 40, Table 40) Employees 

answering both questionnaires received information most frequently 
by listening. Listening to one person facf -to-face was the most 
frequent way of receiving communications*. Listening to one person 
face-to-face and Idstening to demonstrations and radio were the most 
frequent ways of listening for information. When reading was used 
to receive information, these employees read memos and rtotes more ' 
frequently than other written comm^icationr^ . 

Kind s of Informa ti on Employees Receive in Communications (Figures 41 , 

^2) The questionnaire responses indicated r.hat direc- " 
tions, assertions and questions w^re the kinds of information received" 
most frequently- by these employees. This information was received 
most frequently by lisfen^ng. 



HEALTH OCCUPATIONS 

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 

WAYS KMl'I/JYKES SEND COMMUNICATIONS 



O talk: 85^^ ■■ @ WRITE: 15% 

Memos. ^& NotevS 




I 

DemonH trations , Radio _ 

ill " " 



To A Gr(;up: 2-5 people 
8% 



Ft 'jure 7>y 
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HEALTH OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 

WAYS EMPLOYEES SEND COMMUNICATIONS 

TALK: ' 76% 

ONE TO ONE 33% 

DEMONSTRATIONS^ . RADIO -. 18% 

TELEPHONE ........ 1^% 

TO A GROUP; 2-5 PEOPLE . . 11% 



write: 2^% 
memos s notes. . . . 

charts/graphs^ forms 
manuals^ work orders 

letters & reports. .- 
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HEALTH OCCUPAT IONS 

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTI Or>IN AI RE 
Jjii KINDS OF INFORMATION EMPLOYEES SEND IN COM MUNI CATION S 



TALK AND WRITE 




20% 



Assertion: ad vise , op i n i on , propose, recommend, sell, persuade, viggest. 
Dirct-Lion: din^ci, instruct, order. 

Liv.i 1 ua t ion : assun^, appreciate, complimenL, correct, scoTd, reprimantJ. 

Figures 38 ' , 
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HEALTH OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS 



TALK AND WRITl 

ASSERTION .... 22% 

QUESTION . . , . 20% 

DIRECTION .... 19% 

EXPLANATION . . . 19% 

EVALUATION ... . 13% 

DESCRIPTION ... 7% 



ASSERTION : 

DIRECTION: 

-iVALUAT ION- 



ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECT, INSTRUCT, ORDER. 

-ASSURE,- APPREaL-A^TE^^-GOMRL-IMENT-T-CORRECT-, -SeOLD,- 
REPRIMAND. 



Tab I:?- 38 
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HEALTH OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



O talk: 851 



Assertion [ 

20% 



, Direction 
20% 



Evaluation 
19% 



Quest ion 
12% 



Exp Ian at ion 

10% 

Des crip tion 

4% 



write: 15% 




Assertion 

5% 

Explanation 
3% 

Direction 
2% 

^-Question 

2% . 
Description 
2% 

Evaluation 
'1% • 



Asserlinn:. advise, opinion, propose, recommend, sell , pe rsuade , suggest 
Direction: direct, instruct, order. 

~E V rrr^vi t.MTyfi "r"" cTjTs iu r^;~ Ti]7 jH'cTr^rn t c~;' " conTp T TrnU* iTt\ co r"r"c.' c" t^ s c old, re p r'i nun n d . 

Fitjurc ,5.7 I ' . 
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HEALTH OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS 


OF INFORMATION EMPLOYEES 


SEND IN COMMUNICATIONS 




TALK: 75% 


WRITE: 


VM 


ASSERTION . . 
QUESTION . . 
EXi'LAiMTIOInI . 
DIRECTION . . 
EVALUATION . 
DESCRIPTION . 


m 

; m 

• . • • • . 13% 

Ill 

...... 5% 


DIRECTION . 
QUESTION . 
EXPLANATION . 
ASSERTION . ■ 
EVALUATION . 
DESCRIPTION . 


... 5% 
... 6% 
... 5% 

... 3% 

nor 

• • • Z/b 

. . . 2% 



ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIREc/lON: DIRECT, INSTRUCT, ORDER. 

EVALtWTtOt>ll-"-^S-URBr^PP1^ECiATr,'~-COMPLTT1ENT7'^OT^RF^ 
REPRIMAND. 

Table 39 
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HEALTH OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE. 



WAYS EMPLOYEES RECEIVE COMMUNICATION 



O listen : 78| 



read: 111 



One To One 

59% 



Demons t rations , Radios 
8% 

Telephone^ 

6% 

To A Group: 2-5 people 

' 5% 




_Menios & Notes 
12% 

Letters & Reports 
5% 

Charts/Graphs , 
Forms 5 . Manuals , 
Work Orders 
5% 



1 11 



Figure 40 
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HEALTH OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSE-D EMPLOYEE QUESTIONNAIRE 



WAYS EMP'..OYEES RECEIVE COMMUNICATIONS 



LISTEN: -75% 

ONE TO ONE . Wo 

DEMONSTRATIONS^ RADIO . . 17% 

TELEPHONE 12% 

TO A GROUP: 2-5 PEOPLE . 10% 



RE AD: 27% ■ 

charts/graphs^ forms 
manuals^ work orders 12% 

memos & notes . . . .11% 

LETTERS & REPORTS . . k% 



lir: 



uibi.e. 40 
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HEALTH OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
THE -KINDS -OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



LISTEN AND READ 



Direction 
33% 



Assertion 
21% 



Description 
. 14% 




Explanation 
7% 

Evaluation 
12% 



Question 



Assertion: Advise, opinion, propose, recommend, sell, persuade, suggest.^ 
Direction: direct, instruct, order. 

Evaijia¥ion7~""a^ scoiTT; f epf Imimd. 

Fujure 41 

' " 102 ' . . 
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HEALTH OCCUPATIONS 



.-•^ ADVISORY GROUP EMPLOYEE RESPONSE • 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



LISTEN AND READ 



DIRECTION 22% 

QUESTION 22/^ 

ASSERTION . ... . 20% 
EVALUATION .... 13% 
V' EXPLANATION ..... 12% 

DESCRIPTION . . . .11% 



ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEiVD, SELL, 
PROPOSE, SUGGEST. - 

DIRECTION: . DIRECT, INSTRUCT, ORDER. 

_EyALJUim_JiMJ,_=j^S5U^^ .G0M-P4 1 ME N-Tv^CaRRE-eTv— S-Cf>t #/■ 

REPRIMAND. 
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HEALTH OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EM P LOYEE S RECEI VE IN CO MMUNICATIONS 



• O LISTEN: 73% 



READ: 22% 



Di recCion 
25% 



Assertion 
19% 



Question 
10% 



Evaluation 

10% 

Description 
9% 

Explanation 
5% 




Direction 
8% 

_Description 
5% 

Question 
3% 

Explanation 
2% 

Evaluation 
2% 

_^sertion 
2% 



Assertion: advise, opinion, propose, recommend, sell, persuade, suggest, 
Direction: direct, instruct, order. 

&vaJptta-&dk)arr;---T:n^assu-E&v=:«l>prre^^ 
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HEALTH OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



LISTEN 



QUESTION . . 
ASSERTION . 
DIRECTION . 
EVALUATION . 
EXPLANATION 
DESCRIPTION 



73% 



18% 

15% 

11% 

10% 



read: 27% 

direction 

assertion 

description . . •. 

QUESTION . r ^t^ . 
EXPLANATION . . . . 



EVALUATION 



Ilia 



5% 
5% 
4% 
2% 
2% 



ASSERTION: ADVISE^ OPINION^ PERSUADE^ RECDMME-ND^ SELL^ 
PROPOSE^ SUGGEST. 

DIRECTION: DIRECT^ INSTRUCT^ ORDER. ; 

EYALUMlflN ; ^ A.^S-UR£^£E£E-CLA-IE^._C.0J1E.LIM£ HT^ _C0 Ri? - C T >_S CO LD 
REPRIMANp. " 

Tcjhle 42. 
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Individual Supervisors Responding to the 
Occupational Communications Skills Questionnaire 
(Appendix B) 



Occ u pational Clusters 

Auxiliary dental 
Auxiliary medical , 
Nursing 



Job Categories 

Receptionist 
Office Maiiager 
Registered nurse 



-Advisory Group Supervisors Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix D) 



O ccupational Clusters 

Auxiliary dental 
Auxiliary medical 

Nursing 



Job Categories 

Owner, Manager, President 

Registered nurse. Adminis- 
trator 5 Supervisor 

Registered nurse; head nurse 



Analysis of Questionnaire Responses 

Ways Supervisors Send Communications (Figure 43,. Table 43) Health 
Occupations supervisors answering both questionnaires gave informa-. 
tion most frequently by talking. Talking to one person face-to-face 
(34%) and talking by telephone were the most frequent ways of trans- 
m:Dtting communications. When writing was used to give information, 
these supervisors used memos and notes more frequently than any' 
other form of- written communication,. 

Kinds of Information Supervisors Send n Communications (Figures 44 , 
45, Tables 44, 45) Assertions (advice, opinions, etc) and direc- 
tions (directions, instructions, orders) were the kinds of informa- 
tion given most frequehtly by the supervisors. This information 
was given by bdth talking and writing. Supervisors in both ,the 
auxiliary dental and auxiliary medical clusters ask questions more 
frequently than any other kind of communication. Nursing supervisors 
report giving explanations more frequently than any other kind of 
communication. . ' - . 

Ways Supervisors Receive Communications (Figure 46, Table 46) Supc-r- 
vlsors answering both questionnaires' received information most. *f re- * 
quently -by listening.. Listening to one person face-to-face was the 
most frequent way of receiving information. Listening by telephone 
ranked next in frequency as a way of listening for information. 
When reading was used to receive information, the supervisors read 
mcmos:=^and3:-:TK)te^more^f-rBquent=iy-^^ cbiftimufTxca-'^^^ 
tions (over 50% of the responses) . * 
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Kinds of Information Supervisors Receiye in Coimr.unicatiQns' (Figures 
47, 48, Tables 47, 48) Assertions, questions and directions were 
the kincjs of information received most frequently by the supervisors 
This information was received most frequently by listening. The: 
single kind of communications dealt with by health occupations 
supervisors were questions. **- • 
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HEALTH OCCUPATIO NS 

I 

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

WAYS SUPERVISORS SEND COMJIUN I CATIONS 



O TALK : 73/0 



'WRITE: 11% 



One To One_ 
38% 



Tq A' Group: 2-5 people 
14% 



Telephone 
12% 



Demons t rat ions , Radio 
9% 




_^Menios & Notes 
19% 



Charts/Graphs , 
Forms , Manuals 
— Work Orders 
7% 

^ — Letters & 

Reports. 
1% 



Figiwe 45 • 
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HEALTH OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
~ - - - : -TO GONDENSED SUPERVI SOR -QUESTIONNAIRE 

- W AYS' SUPERVISORS SEND COMMUNICATIONS 

■ talk: 111 
ONE TO ONE ...... 3^5? 

TELEPHONE ...... 17% 

TO A GROUP: 2-5 PEOPLE 12% 
' DEMONSTRATIONS/ RADIO . 9% 



MEMOS & NOTES . 



19% 



charts/graphs / FORMS 
MANUALS, WORK ORDERS 6% 

LETTERS & REPORTS . . 3% 



1 



Table 43 . 
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HEALTH OCCUPATIONS 




. INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

THE KINDS O F INF O RMATION SUPERV ISORS SEffe IN COmUN I CAt/oNS 

/ 



TA LK AND WRITE 

Description 



6% 




Question 
16% 



Assertion: advise, opinion, propose, recoramenci, sell,' persuade, suggest. 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, compliment, correct, scold, reprimand. 



Figure 44 
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HEALTH OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE. 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS S^ND IN COMMUNICATI ONS 



TA LK AND WRITE , 



ASSERTION . . 


. .^25% 


DIRECTION . . 


. . 23% 


QUESTION . . 


. . 17% 


EXPLANATION . 


. . 17% 


EVALUATION . 


. . 1^% 


DESCRIPTION . 


. . 3% 



ASSERTION: ADVISE^ OPINION^ PERSUADE^ RECOMMEND^ SELL^ 
PROPOSE^ SUGGEST.' 

DIRECTION:' DIRECT^ INSTRUCT^ ORDER. 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIMENT^ CORRECT^ SCOi^Tv^ 



REPRIMAND. ^ Y' 



Tatjle 44 
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HEALTH OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THc KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



Assertion 
27% 



Direction 
15% 



TALK : 73 



Ques tion 
14% 



Explanation 
llTi , : 

Evaluation 

5% 

Description 
X% 



WRITE; 27 % 




LI rection 
8% 

Assertion 
6% 

Description 
_ 5% 
Evaluation 
3% 

Explanation 
3% 

Question 
2% 



Assertion: advise, opinion, propose, recommend, sell, persuade, suggest. 
Direction: direct, instruct, order. . 

Evaluation: assure, appreciate, compliment, correct, scold, reprimand. 



Figure 4S 
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HEALTH OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF IN^RMATION SUPERVISORS SEND IN COMMUW I CATI ONS 



talk: m 



WRITE 



ASSERTION . . . . 


1 • • 


. 17% 


ASSERTION . . . 


. . 9% 


DIRECTION . . . . 


III 


. 15% 


DIRECTION . . . 


. . 8% 


QUESTION . . . . 


1 1 1 


. 1/1% 


EXPLANATION .. . 


. . 5% 


EXPLANATION . . . 


III 


. Ill 


QUESTION ■ . . 


. . 3% 


EVALUATION . . . 


III 


. 12% 


EVALUATION . . 




DESCRIPTION . , . 


l'^ 1 1 


2% 


DESCRIPTION . . 


. .. 1% 



28% 



ERIC 



assertion: advise, opinion, persuade, recommend, sell, 
propose, suggest, 



direction: 



DIRECT, INSTRUCT, ORDER. 



evaluation: assure,' appreicate, compliment, correct, scold, 
reprimand. 



Tab le 45, 




HE ALTH OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

WAYS SUPERVISORS RECEIVE COMMUNICATION 



Q listen: 57/0 ' ■• ® read: 33^ 




Demonstrations, Radio 
•4% 



J- 
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HEALTH OCCUPATIONS 



ADVISORY GROUP SUPERVLSORS RESPONSE ' 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



WAYS SUPERVISORS RECEIVE COMMIIN T r ATT nMQ 



LI STEN: 69% 

ONE TO ONE •. . 36% 

TELEPHONE . . . ' . . ... .18% 

TO A GROUP: 2-5 PEOPLE . . 10% 
DEMONSTRATIONS, RADIO . . 5% 



READ : 31% 



MEMOS & NOTES . . . 19% 
LETTERS & REPORTS . 7% 



charts/graphs^ forms/ 
manuals, work orders 5% 



'Wjble 46 
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HE ALTH OCCUPATIONS 

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
THE KIi^DS OF INFORMATIO N SUPERVISORS RECEIVE IN COMMUNICATIONS 



LISTEN AND READ 




Question 
22%' 



Assertion: advise, opinion, propose, recommend, sell, persuade, suggest. 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate » compliment, correct, scold, reprimand. 



0 



Figure 47 
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HEALTH OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTTONN AIRE 



THE KINDS OF INI^ORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS 



LISTEN AND READ 



QUESTION . ^ 

ASSERTION 

DIRECTION 

' EXPLANATION 
EVALUATION 

^DESCRIPTION 



29% 
23% 

16% 

m 

13% 
5% 



assertion: advise^ opinion^ persuade^ recommend^ sell^ 
propose^ suggest.. 

direction: ■ DIRECT^ INSTRUCT^ 'ORDER . ' 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIMENT^ CORRECT^ SCOLD^ 
REPRIMAND. 

Table 47 
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HEAL TH OCCUPATION S 
INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THE KIND3 OF InFORMAT 10,^1 SUPERVISORS RECEIVE Ui COMHUH I CATIONS" ' 



Q LISTEN: 67/0 



read: 33 ^ 



\sser tion 
19% 



^ues tion 
~ 19% 



Direction 
18% 



Evaluat i on 
4% 

Description 

--"^z 

Kxp Ian at ion 

3% 




Assertion 
11% 

Direction 
9% 

Evaluation 
4% 

Ques tion 
3% 

Explanation 
3% 



Description 

3% . 



Assertion: "advise , "op in ion , propose, recommend, sell., persuade, suggest. 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, compliment, correct, scold, reprimand. 

' ■ '' Figure 43 
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HEALTH OCCUPATIONS 



ADVISORY GROUP .SUPERVISORS RESPONSE ■ 

TO CONDENSED, SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFOR/^ATION SUPERVISORS RECEIVE IN COMMUNI CAT I ONS 



listen: 69% read: 31% 



QUESTION 


. . . 22% 


DIRECTION .... 


. 8% 


ASSERTION . . . . . 


... 17% 


QUESTION .... 


1 //o 


EXPLANATION .... 


. . . 10% 


ASSERTION ..... 




EVALUATION . . . . . 


. . . 9% 


EXPLANATION. . . 


. ^% 


DIRECTION ...... 


. . . 8% 


EVALUATION . . . 


. ^% 


DESCRIPTION .... 


... 3% 


DESCRIPTION , . . 


2% 



ASSERTION: 



ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. ' 



DIRECTION: DIRECT, INSTRUCT, ORDER. 

EVALUATION: , ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 



ERIC 
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, .. . ' CI4APTER VI • - 

HOME AND FAMILY LIFE OCCUPATIONS 

Home and Family Life employee and supervisor responses to the Occu- 
pational Communications Skills Questionnaires are summarized in 
Figures 49-60. * " 

Individual employee responses are summarized in Figures 49-54; 
Individual supervisor responses are summarized in Figures 55-60. 

Advis~ory Group employee and supervisor responses to the Condensed 
Occupational Communications Skills Questionnaires are summarized 
in Tables 49-60. 

Advisory Group employee responses are summarized in Tables 49-54; 
' Advisory Group supervisor responses are summarized in Tables 55-60 

Individual Employees Responding to the 
Occupational Communications Skills Questionnaire 

(Appendix A) ' 

Occupational Clusters Job Categories ' 

Child development Teacher 
Community Organization Homemaker II 

' Social service/Casework Social service person 

Advisory Group Employees Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix C) 

Occupational Clusters Job Categories 

Community organizatipn Housing coordinator, Child 

care worker, Student, Pre- 
: retirement planning 

Social service/Casework Counselor, Volunteer, Student 

Analysis of Questionnaire Responses 

Ways Employees Send Communications (Figure 49, Table 49) Home and 
Family Life employees answering both questionnaires gave information 
most frequently by talking. Talking to one person face-to-face was 
the most frequent way of giving information. Just talking to .one 
person face-to-face and talking by telephone combined, account for 
over 55% of the total ways of sending communications and three- 
quarters of the oral communications are in this category. When 
writing to give information, the employees reported the use of memos 
and notes in more than 75% of the responses where written communi- 
cations were used. There was a noticeable consistency in the Home 
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and Family Life section as to the ways . employees send communications. 
Fmployees involved in social service casework tended to communicate 
orally substantially more than those employed in child development 
or community service organi.;i:ation occupations. 

Kinds of Infor mation Employees Send in Communicati ons (Figu res 50 y 
51, TableK 50, 51 ) Assertions (advice, opinionc , etc. ) , evaluations 
(assurance, appreciation j etc.) and questions were the kinds of 
information given most frequently by the employees. This informa- 
tion was ^iven most frequently by talking. Communications that deal 

.with, explanations and questions n^irticula.rl.y. were ranked, predpm^ 

nantly among Home and Family Life employees who responded to the 
questionnaire. ' 

Ways Employees Receive Communications (Figure 52, Table 52) Employ- 
ees answering both questionnaires in Home and Family Life received 
information most frequently by listening. Listening to one person 
f ace-to-face was the most frequent way of receiving information. 
Listening by telephone ranked next ^.n frequency as a way of listen- . 
ing for information. When reading was used to receive information, 
the employees read memos and notes more frequently than any other 
written communications. There was a spread of 39 percentage points 
between the employe s responses in community organizations and 
exmployees responses in social service casework in the receiving of 
oral communications. 

Kinds of Information Employees Receive in Communications (Figures 53 , 
54, Tables 53^ 54) Assertions, evaluations and questions are the 
kinds of information received most frequently by the employees. 
Employees answering the detailed questionnaires received this infor- 
mation with -almost equal frequency by both listening and reading, 
but employees answering the condensed questionnaires received this 
information most frequently by listening. There is a considerable 
discrepancy between the individuals reporting and the advisory 
groups as far as the kinds and amount of communications received by 
listening as contrasted to reading. Individuals reported twice as 
much reading as did the advisory group. 



135 



121 



HOME AND FAMILY LIFE' OGCUPATIO'NS 



INDIVIDUAL RESPONSE . TO EMPLOYEE QUESTIONNAIRE.' 
ways' KMPLOYliliS S-l£N'lj COMMUN 1 CAT LUNS ' ^ 



O 1ALK: SOYo '~ . • " . @ write: 20% 




16% 

To A Group : 2-5 people 



■ • 14% 

Demonstrations, Radio 
6% 



Figure 
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HOME AND Family life occupations 




ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES SEND COMMUNICATIONS 



talk: , 75^ 



owe TO ONE . . 35'% 

TELEPHONE 21% 

TO A GROUP: 2-5 PEOPLE .17% 
DEMONSTRATIONS^ RADIO . . 2% 



write: 25% 
memos s notes ... 
letters & reports ^. 

charts/graphs^ FORMS 
MANUALS^ WORK ORDERS 
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HOME AND FAMILY LIFE OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS 



TALK AND WRITE 




Question 
11% 



AssiTtion: advise, opinion, propose, recoramcnd, sell, persuade, suggest. 
1) L rr<'.t: ion : dLrcct, instruct, order. 

IwA I nation: assure, appreciatt;^' , complinienL, correct, scold, reprimantl. 

V figure k ^ 
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ROME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



TH E KINDS OF INFORMATION EMPLOYEES SEND IH COMMUNICATIONS 



TALK AND WRITE 



ASSERTION . . 


. . 35% 


QUESTION ' . . 


. . 20% 


EVALUATION,. . , . 


, . 15% 


EXPLANATION .. 


. 13% 


DESCRIPTION . 


. 9% 


DIRECTION . . , 


. 7% 



ASSERTION: ADVISE> OPINION^ PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST, 

DIRECTION: DIRECT, INSTRUCT, ORDER. - 

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 

Table SO 
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. HOME AND FAMILY LIFE OCCUPATIONS 

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE. 
THE KINDS OF If^FORMATION EM PLOYEES SEND IN CO MMUNICATIONS 

O talk: 80% - ' ® write: 20% 




Question 

9Z 

Explanation 
9% 

Direction 

8% 

Description 
6% 



A^;s..•rn(>n: advis*.', opinion, prv)|>(\st', r<.Mn)innit:n(l , Si»ll, pcrsuatk', su^'j',i'SL. 
Di If r {. i on : (.lir^cL, iDslrurl, oi'dcT. 

b'v.i 1 t Ton : .i>;>iiin', :i[M) ro ci .i : o , (H>i:ip I i mkmi i , co r • r s t-o I d , ri'i^Vi- i in/jiul . 
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HOME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THF KINDS OF I NFORMAT I ON .EMPLOYEES SEND IN COMMUNI CATI ONS 



ASSERTION . 
QUESTION . 
EVALUATION 
EXPLANATION 
DESCRIPTION 
DIRECTION ■ 



TALK: 75% 



29^ 
13.^ 
Ill 

5/0 
•3% 



WRITE 



ASSERTION .. 
DIRECTION . 
EXPLANATION 
E VALUATION 
DESCRIPTION 
QUESTION . 



25Z 



71 

2% 



ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECTION: DIRECT, INSTRUCT,. ORDER, 

EVALUATION: ASSURE, APPRECIATE> COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND, 



Lib le f> J 
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HO ME AND .FAMILY LIFE OCCUPATION S 
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 

WAYS EMPLOYEES RECEIVE COmUNlCATlON 
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H^ME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES RECEIVE COMMUNICATIONS 



LI STEN: 78% 
ONE TO ONE . . r . . . . . 

TELEPHONE ........ 

TO 'A GROUP: 2-5 PEOPLE . 
DEMONSTRATIONS, RADIO . . 



m 

111 



read: 111 



MEMOS & NOTES . 



• • • 



charts/graphs, forms, 
manuals, work orders 

letters & reports . . 
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HOME AND FAMILY LIFE OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



LISTEN AND READ 




22% 



Direct ion 
21% 



} 



Assertion: advise, opinion, propose, recommend, sell, persuade, suggest. 
Direct Lou: direct, instruct, order. 

Evaluation: assure-, appreciate, compliment correct , scold, reprimand. 
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HOME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMUNICATIONS 



LISTEN AND READ 



ASSERTION . . 
QUESTION . . 
DIRECTION . . 
EXPLANATION . 

_EVA.LU.AI.LQN 



DESCRIPTION . 



2M% 

lo%. 

15% 



7% 



ASSERTION: ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. - 
PROPOSE. SUGGEST. 

DIRECTION: DIRECT. INSTRUCT. ORDER. - • V 

EVALUATION: ASSURE> APPRECIATE. COMPLIMENT. CORRECT. SCOLD. 
-"REPRIMAND. 



Table S3 
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HOME AriD FAMILY LIFE OCCUPATIONS 



■INDIVIDUAL RESPONSE TO EMPLOYEE QUESTI ONNAI RE\ 



'AH KINDS OF INFORMATION EMPLOYEES RECEIVE IN COMMllN I GAT IONS 



Q, LISTEN: 56% 



read: m 



Evaluation 
16% 



Assertion 

13%, 



Direction 
11% 



Question 
7% 

Explanation 
7% 

Description 




\ 



\ 

\ 

\ . 

Assertion \ 
' 16% 

Direction ' ' 

10% 



Evaluation 
6% 

Explanation 
5% 

Question 
4% 

Description 

' 3% 



AssertLoa: advise, opinion, propose, racomir.Gnd , sell, persuade, suggest. 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, compliment, correct, scold , reprimand ' 

Figure 54 ' 
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HOME AND FAMILY LIFE OCCUPAT I ON S 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES -RECE I VE IN COMMUN I CAT I ONS 



LISTEN: 78% 



ASSERTION . 
QUESTION . 
EXPLANATION 
DIRECTION . 
EVALUATION 
DESC'RmiON 



read: 22 



. in ■ 


ASSERTION . . 


• • • 


. 6% 


. -m 


DIRECTION . . 


• • • 


. 6% 


. 11% • 


QUESTION . . 




. 4% 


. m 


EXPLANATION . 


• • • 


. 5% 


. 9% 


DESCRIPTION . 


• • • 


. z% 


5t 


EVALUATION . 


• • • 





-AS-S^RTIOIl: ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. 

Propose. SUGGEST. 

DIRECTION: DIRECT. I NSf RUCT. ORDERT 

EVALUATION: ASSURE. APPRECIATE. COMPLIMENT. CORRECT. SCOLD. 
REPRIMAND. 



Table 54 
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Individual Supervisors Responding co the 
Occupational Communications Skills Questionnaire 
(Appendix B) 

Occupational Clust er^ Job Categories 

Child developinw»at Supervisor 
Community orr;anization Casework supervisor , 

Social servicci/Casework'" Social service 

coordinator 

Advisory Group Supervisors Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix D) 

Occupational Clusters Job Categories 

Community organization Director, Co-director, 

' Executive director. 

Community resource 
coordinator 

Social service/Casework . Director of counseling, 

Director, Supervisor 

Analysis of, Questionnaire Respoxises 

Ways S u pervisors Send Communications (Figure 55, Table 55) Home 
rind Family Life supervisors answering both questionnaires gave 
information most freq.uently by talking. Talking to one person 
"face-to-farce~wa's"t>ie moslf trequent way 'of'lJresejitTng commuFicaFio"frs7~ 
Nearly one-third of the time supervisors delivered communications^ 
in this manner. Oral communication was indicated in 75% of- the 
responses. (Whf*rioral communication was reported,, one-to-one com- 
munication was said to be used 45%' of the time.) When -writing was 
used to give information, the supervisors used memos and notes and 
letters and reports more frequently th^^n ^^ny other form of written 
communication. 

Kinds of Information . Supervisors Sendin Communications (Figures 56, 
57, Tables 56, 57) Assertions (advice, opinions, etc.) questions, 
evaluations (assurance, appreciation, etc.) and directions (direc- 
ions, instructions, orders) were the kinds, of ihf ornation given 
most frequently by the supervisors. Supervisors answering the con- 
densed questionnaire askec- questions most frequently by falking 
but assertions, and directions were given^^by both talking and writing. 
Supervisors answering the detailed questionnaires gave this infor- 
mation most frequently by talking. 

Ways Supervisors Receive Communications (Figure 58, Table 58) 
Supervisors in Home and Family Life answering both questionnaires 
received information most frequently by listening. Listening to 
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one person face-to-face was the most frequent way of receiving ' 
information.; however, the telephone is used more than other oral 
means of communication except face-to-face 'in the clusters' of ' 
chUd development and social service casework.. \^en reading was 
used to receive information Tsupervsiors read memos and notes more 
rrequently than any other written communications. 

jands_ of Information Supervisors R eceive in Comm um•ra^innc: 
Iigures 59> 60. Tables 59. 60^ nnP.^.•nnc --rrti on" l^drici. . 

opinions, etc.) were the kinds of information received most fre- 
quently by these supervisors. The supervisors received questions 
more freq,uently than any other single kind of information. .This 
information was received most frequently by listening. 
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.HOME AND FAMILY LIFE OCCUPATIONS- 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



WAYS SUFERVISORS SEND COMMON t CATIONS 



O talk: 71% 



W RITER 29 % 



One To One 
36% 



To A Group 

2rr..S„people 
22% 

Telephone 
13% 




_Meinos & Notes 
19% 



Letters & Reports 
6% , - 
Charts/Graphs, 

Forms, Manuals, 

Work Orders 
4% 
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Figure 55 
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HOME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



WAYS SUPERVISORS SF^T COMMUNICATIONS 

■• z i 



talk: 73% 

ONE TO ONE . . . . .. . 33% 

TELEPHONE 22% 

TO A. group: 2-5 people 16% 

DEMONSTRATIONS, RADIO. '.2% 



write: 42% 
memos & notes 

I I I 

LETTERS & REPORTS ■ ■ 
charts/graphs / FORMS/ 

manua\^S/ work orders 



Table 55 
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HO ME AND FAMILY LIFE OCCUPATIONS 

INDIVIDUAL RESPONSE TO. SUPERVISOR QUESTIONNAIRE 
THE KINDS OF INFORMATION SUPERVISO RS SEND I N ' COMMUN I CAT I ONS 

TALK AND WRITE 



Description 




As:5errion: advise, opinion, propose, recommend, sell, persuade, suggest 
Direction: direct, instruct, order. 

Evaluation: assure, appreciate, compliment, correct, H>:old, reprimand. 

Figure 5n 
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HOME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



TALK AND WRITE 
ASSERTION . 

QUESTION ' 

DIRECTION ■ 

EVALUATION 

EXPLANATION 
DESCRIPTION 



31% 

17% 
15% 
15% 
13% 



assertion: advise. opinion, persuade. recommend, sell, 
propose, suggest. 

direction: direct, instruct, order. 

evaluation: assure, appreciate, compliment, correct, scold, 
reprimand. 



Table 56 
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HOME AND FAMILY' LIFE OCCUPAT IONS 



INDIVIDUAL RESPONSE fO SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



a 



TALK 



71% 



Question 
17% 



Evaluat ion 
- 16% 



Assertion 
15% 



Explanation 

13% 
Direction 
8% 

Description 
2% 



i/RiTE; 29% 




Assertion 
7% 

Direction 

5% 

^Question 

5% 

Explanation 
5% 

_E valuation 
5% 

Description 
2% 



Assertion: advise, opinion, propose, rocommond, sell, persuade, suggest.. 
Direction: direct, instruct, order. 

Evaluation: assure, aporecLaLe, compliment, correct, scold, reprimand. 



FiguT'e 57 
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HOME AND FAMILY LIFE OCCUPAT.IONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



TALK: 73^ 




WRITE: 01% 




ASSERTION" . 


Ill 


ASSERTION ■ . .... 


. 9^ 


EVALUATION ....... 


m 


DIRECTION 


. n 


QUESTION 


m 


EXPLANATION .... 


. 


DIRECTION 


91 . 


QUESTION 


. 3% 


EXPLANATION . 


9% 


DESCRIPTION . . ^. . 


. 3^ 


DESCRIPTION ..... . 


51 


EVALUATION .... 


. \% 



ASSERTION: ADVISE^ OPINION^ PERSUADE^ RECOMMEND^, SELL^ 
PROPOSE^ SUGGEST. 

DIRECTION: DIRECT^ INSTRUCT^ ORDER.' 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIMENT^ CORRECT^ SCOLD^ 
REPRIMAND. 

Table 57 
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HOM E AND FAMILY LIFE OCCUPATIONS 

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

WAYS SUPERVISORS RECEIVE COMMllNrCATION 

O li sten: 6 9% ® read: 31% 




Memos & Notes 

16% 

Letters &. Reports 

87. 



Charts /Graphs , 
Forms. Manuals, 
Work Orders 
7% 



Telephone 
15% 



15() 



HOME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE. 

WA YS SUPERVISORS RECEIV E COMMUN I CAT I ONS 

LIS TEN: 1^% 

ONE TO ONE . 

TELEPHONE 

TO A GROUP: 2-5 PEOPLE 
DEMONSTRATIONS^ RADIO . 

.1 



re ad: 26% 

. 31/0 memos & notes . . . . 15% 

.. 25% letters s . reports . . 8% 

. 15% charts/graphs^ forms^ 

manuals, work "orders 2% " 



Table SS 
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HO ME- AND FAMILY LIFE OCCUPATION S 
INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
THE KINDS OF INFORMATION SUPERVISOR S RECEIVE IN . COMMUN ICATIONS 



LISTEN AND READ 




Explanation 



16% 



AsscrLioii: advise, opinion, propose, reconiu.cnd , sell, persuade, su-gcst. 
Direct ion ; direct, instruct, order. ■ 

Evaluation: assure, appreciaLe, cornpl i men L", correcC, scold, reprimand. 

Firpurc iVJ 

■158 \ 
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V 

HO ME AND FAMILY LIFE OCCUPATIONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 

TH E KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS 

LISTEN AN D READ 
ASSERTION 
QUESTION . 
EXPLANATION 
DIRECTION . 
EVALUATION 
DESCRIPTION 



28% 
13% 

8/0 
6% 



ASSERTION: ADVISE, OPINION, PERSUADE, RECOMMEND, SELL," 
PROPOSE, SUGGEST. 

DIRECTION: DIRECT, INSTRUCT, ORDER. 

EVALUATION: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 
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HOME AND FAMILY LIFE OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
III^. -'^L^l^.i.. O.^..J.l^^^^ L^i^.I N COMMUN I CAT IONS 



O . LISTEN : ^9% 



Ques tion_ 
207. 



A.SSO rt ion 
i h/. 



Hxpl anat i on 

IJirc'ct ion 

Evaluat ion_ 
8% 

i)<.»sc r ip I [ on 
5Z 



read: 3n 




Direction 

7% - 
Description 

'7%.. 

Assertion 

6% 



Question 
5% 



Explanation 

. 4%.. 



Evaluation 

■ 2% 



As :.; c.vi : a J v i s e , opinion, propose, r u o o n d , sell, e r s iia ci o , s 'a s l , 
I) i reel ion: direct, instruct, order. 

I::vnLuat.ion : assure, .if^p rue i air , vou\p] iiivnt , currei;t , j;coId, ronrl:;:.iiul , 
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HOME AND FAMILY LIFE OCCUPAT I ONS 



ADVISORY GROUP SUPERVISORS RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS RECEIVE I N COMMUN I CATIONS 



LISTEN: 7^1 



read: 26% 



ASSERTION . 
QUESTION , 
EXPLANATION 
DIRECTION . 
EVALUATION 
DESCRIPTION 



30% 



10% 



ASSERTION . . 
' QUESTION . . 

DIRECTION . .. 
J. EXPLANATION . 
'-^ EVALUATION . 
DESCRIPTION . 



I 10% 

. ^% 

. 3% 

. 2% 



ASSERTION: ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. 
. ■ . PROPOSE. SUGGEST . 

DIRECTION: DIRECT. INSTRUCT. ORDER. • ' 

EVALUATION: ASSURE.'. APPRECIATE. COMPLIMENT. CORRECT. SCOLD. 
REPRIMAND,- 

Tcihle 60 ~ 
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CHAPTER VII 



' TECHNICAL OCCUPATIONS 

Technical employee and supervisor responses to the Occupational 
Communications Skills. Questionnaires are summarized in Figures 61-72. 

Individual employee responses are summarized in Figures 61-66; 
Indivitdual supervisor responses are summarized in Figures 67-72. 

Advisory Group employee and supervisor responses to the Condensed 
Occupational Communications Skills Questionnaires are summarized 
in Tables 61-72. 

Advisory Group employee responses are summarized in Tables 61-66;- 
Advisory Group supervisor responses are summarized in Tables 67-72. 

Individual Employees Responding to the. 
Occupational Communications Skills Questionnaire 
(Appendix A) * 

• Occupational Clusters . Job Categories . 

Data Processing ^ Empos operator 

Electrical ' • Electrical apprentice- • 

Electrical technology , ■ < Layout operator 

. . Advisory . Group Employees Responding to the 

Condensed Occupational Communications : Skills Questionnaire 

(Appendix C) 

Occupational Clusters Job Categories 

. Data processing - Data base designer, 

Micromation lead. Key- 
punch lead , PDC ciudi- 
tor, computer operator, 
Clerk 

Electrical • „ • Apprentice 

^ Analysis to Questionnaire Responses 

Ways Employees Send Information in Communications (Figure 61, 
Table 61) Technical ^employees answering both questionnaires gave 
information most" frequently by talking. Talking to one person face- 
to- face was the most frequent way of giving information, but the 
telephone was also used frequently. Wheit writing was used to give 
information, these employees used memos and notes more frequently 
than any other form of written^communication. ^ Although the ways 
employees in technica:^ fields communicate is relatively consistent 
with .other fields, employees in the electronics job cluster indicated 
that there is very little communication done through writing. 
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K inds of Communications Sent by Employees, Figures 62, 63, 
Tables 62, 63) Assertions (advice. Opinions, etc.) and explanations 
were the kinds of information given most frequently by these- employ- 
ees. Descriptions and explanations were indicated as most frequently 
sent by writing, while e::planations and questions were most fre- 
quently sent by talking. 

W ays Employees Receive Information in Communications (Figure 64 , 
Table 64) Employees answering both questionnaires received infor- 
mation most frequently by listening. Listening to one person> face- . 
to- face was the most frequent way of receiving information. When 
reading was used to receive information, these employees read reports 
more frequently than any other written communications. 

Kinds of Communications Received by Employees (Figures 65, 66, 
Tables 65, 66) Directions (directions , instructions-, orders) and 
assertions (advice, opinions, etc.) are the kinds of information' 
received most frequently by these employees. This information 
appears to be received by both listening and reading. Directions' 
were most often received by reading, and questions were most often 
received by listening. ' 
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T ECHNICAL dCCUPATIONS 
INDIVIDUAL RESPONSE TO'^EMPLOYEE QUEST/IONNAI RE 



WAYS EMPLOY jS^S SEND COMMUN I CATIONS 




Telephone 

Demonstrations, Radio 
. ■ 3% 



Figkre 62 
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TECHNICAL OCCUPATI OWS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES SEND COMMUNICATIONS 



talk: 1^1 



ONE TO ONE 34/^ 

TELEPHONE V^i 

TO A GROUP: 1-6 PEOPLE YSl 
DEMOiMSTRAT IONS', RADIO 111 



wr ite: 26/^ 

MEMOS a NOTES . , 



18% 



charts/graphs, forms, 
manuals, work orders 6!2 

LETTERS S REPORTS . 2/o 



Table 61 
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TECHNICAL OCCUP ATIONS 

INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
Idli ,.j<JNDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS 




Description 
14% 



Assertion: ■ advise, opinion, , 3,sc, re commend , sell, persuade^ su);;4est. 
DireiLion: direct, instruct, cr. 

l-:va 1 u.it ion : assure, appreciate, comp ! LnienL , correct, scold, reprimand. 



Figure''- 62 
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TECHNICAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EK.PLOYEES SEND IN COMMUNICATIONS 

TALK AND WRITE 



ASSERTION 35To 

EXPLANATION . ... 21% 

QUESTION 1<^Z 

DIRECTION 9/0 

DESCRIPTION .... 9^ 
EVALUATION .... 7% 



ASSERTION: ADVISE^ OPINION^ PERSUADE^ RECOMMEND^ SELL^ 
PROPOSE^ SUGGEST. 

DIRECTION; DIRECT^ INSTRUCT^ ORDER. 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIMENT^ COPHECT. SCOLD. 
REPRIMAND. 



Tcwle 62 
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TECHNICAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



IdE.KlNDS OF I NFOR MA TION E MPLOYEES SEND IN COMMUNICATIONS 



Q 



TALK : 57% 



write: 33% 



^-^\sse r tion 
2A% 



Quest ion 
1.1% 



Explanation 
IIZ 

Direction 
9% 

Description 
7% 

Evaluation 

5% 




Explanation 
11% 



Assertion 
8% 



Description 
7% 

Direction 
4% 



Evaluation 
2% 

Question 
1% 



A, i s c r L i ( 1 n : n d v i s u , o p i n L o n , p ro j) os , ro c(i mme n d , soli, po vr^ u n d c , s 1 1 y/,\K.' s L . 
i)i rt' t Lon : direct, ins true I, order. 

Eva] 1 1. 1 1 iin\ : assu re , .-ipproe l v.- , ri>i;ijT I i !!ie:\i , .or rer seo 1 il , i\>p r I :r.;mcl , 

ri{jW\- 63 
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TECHNICAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE. 



THE KINDS^ OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS 



, TALK: 1^1 




WRITE : 


26% 




ASSERTION 


m 


ASSERTION . . 




. 97o 


QUESTION ....... 


■111 ■ 


EXPLANATION . 




. 65b 


EXPLANATION 


m 


QUESTION. . . 




. i\7o 


DIRECTION . 


71 


DESCRIPTION . 




. 3% 


DESCRIPTION ...... 


6% 


DIRECTION . . 




. 21 


EVALUATION ...... 


5% 


EVALUATION . 




. 2% 



ASSERTION: ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. 
PROPOSE. SUGGEST. 

DIRECTION: DIRECT. INSTRUCT. ORDER. , 

EVALUATION: ASSURE. APPRECIATE. COMPLIMENT. CORRECT. SCOLD. 
REPRIMAND. 
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TE CHNICAL OCCUPATIONS 
INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 

WAYS EMPLOYEES RECEIVE COMI^HiN "■.CAT10N 



Q_ilS Jl'^'liZI_ . ® R EAD: ^3% 




4% 



1 7 0 

Figum 64 
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TECHNICAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES RECEIVE COMMUNICATIONS 



LISTEN: 61% 

ONE TO ONE 32/0 

DEMONSTRATIONS^ RADIO . 11% 

TELEPHONE .10% 

TO A GROUP; 2-J PEOPLE . 8% 



read: 59% 

charts/graphs^ forms 
manuals^ work orders 

memos & notes . . . 

letters & reports . 
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X., '{i TECHNICAL OCCUPATIONS '^ 

INDIVIDUAL RESPOiNSE TO EMPLOYEE QUESTIONNAIRE 
IH£_K_IjNlDS OF I NFORMATION E MPLOYEES' J^ECEJ VE J^N_C^Mmj^^ 



LISTEN AND R EAD 

Evaluation 



5% 




Explanation 
19%- 



Assertion: advise, opinion, propose, recomniend, sell, persuade, suggest. 
Direction: direct, invStruct, order. 

Evaluation: assure.-, appreciate, Ci)r.ipl inent, ctu^recL , seoM. repi*imand. 



158 

172 



II C HNI CAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



Ij:!i--'il!^_9ZJJi^g.'^AIio_N employees receive in communications 

LISTEN AND READ 



DIRECTION 32/0 

ASSERTION 21% 

QUESTION 

EXPLANATION .... 13% 
EVALUATION .... 10^ 
DESCRIPTION . ... 10% 



ASSERTION: . ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. 
PROPOSE. SUGGEST. 

DIRECTION: DIRECT. INSTRUCT. ORDER. 

EVALUATION: ASSURE. APPRECIATE. COMPLIMENT. CORRECT. SCOLD. 
REPRIMAND. 

Tiiblc v5 
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TECHNICAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
IdE_KINDS OF INFORMATION EMPLOYEES RECEIVE I N COMMUNICATIONS 



O listen: 57% .- @ read: 45% 




Description 

22. 



A.ssc' r t: Lt> . : aclvise , O'^inion, propo:;«j, rccoi:n;:end , sell, persuade, sugrnsL. 

rucL ii.,. : direct, instruct, order. 
Evaluation: assure, appreciate, compl iiiient, correct:, scold, reprin^and. 

Figurr 60 
160 

171 



TECHNICAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIR 




IH£.,limDS„O£_I[iFnRMAIL0iJ EMPLO YEES RECEIVE IN COMMUN T CAT T nN.q 



LISTEN 



61% 



read: 39% 



DIRECTION . . . . 


. . . 16% 


DIRECTION . . 


. . 16% 


ASSERTION . , , . 


... 13% 


ASSERTION . . 


OP7 
1 O/o 


QUESTION . . , , 


. . . 12% 


DESCRIPTION . , 


- . 5% 


EXPLANATION . . . 


... 9% 


EXPLANATION . . 


. A% 


EVALUATION . . . 


... 6% 


EVALUATION . . 


. ^% 


DESCRIPTION . . . 


... 5% 


QUESTION . . , 


. 2% 



ASSERTION : 

DIRECTION : 
EVALUATION : 



ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECT, INSTRUCT, ORDER. ^ 

ASSURE, APPRECIATE; COMPLIMENT, CORRECT, SCOLD; 
REPRIMAND. 
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Individual Supervisors Responding to the 
Occupational Communicatio:'3 Skills Questionnaire 

(Appendix B) 



O ccupational Cluster s 



J ob Categories 



Data processing 
Electrical 

Electronic technology 



Supervisor 
Department head 
Supervisor . 



Advisory Group Supervisors Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix D) 



Occupational Clusters 



g Job Categories 



Data processing 



Lead operation, Instructor, 
Supervisor,' Group leader 



Electrical 



Electrician, Business repre- 
sentative. Journeyman elec- 
trician. Journeyman wireman 



Analysis of Questionnaire Responses 



'•/ays Supervisors^ Send Communicaiiions (Figure- 67, Table 67) Tech- 
nical supervisors answering both questionnaires said they gave 
information most frequently by talking. Talking to one person face- 
to-face was the most frequent way of giving information; the use of 
the telephone ranked second in responses from both individuals and 
advisory groups. vvhen writing was used to give information, these 
supervisors used menos and notes more frequently than- any other 
form of written communication. 

Kin ds of Communications Supervisors Send (Figures 68, 69,. Tables 
68, 69 ) Assertions (advice, opinions, etc.) and explanations were 
the kinds of information given most frequently by these supervisors 
with explanations being the single kind most frequently given. 
This information was ^iven by both talking and writing, with talk- 
ing the dominant response. 

W ays Supervisors Receive Communications (Figure 70, Table 70) 
Supervisors answering the detailed questionnaire received informa- 
tion most frequently by reading and supervisors answering the con- 
densed questionnaire reported receiving information most frequently 
by listening. Supervisors answering both questionnaires received 
information most frequently by listening to one perspn f ace-to^f ace . 
Wlien reading was used to receive information, these supervisors read 
memos and notes most frequently but the responses were spread over 
all of the ways of communicating that were indicated on the question- 



na ire 
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pf Co mmunicatio ns S upervisors Receive (Figures 71, 72 
l'L^l£!L J.L> : Jl) Assertions (advice, opinions, etc.) and questions 
were the kinds of information received most frequently by these 
supervisors. Assertions were received by both listening and 
reading, and questions were received most frequently by listening. 
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TECHNICAL OCCUPATIONS- 



INDIVIDUAL ^RESPONSE TO 'supervisor questionnaire 



WAYS SUPERVISORS SEND COMMUNICATIONS 



Q 



TALK 



One To One 
35% 



To A Oroup 
2-5 people 
18% 



Telephone 

5% r 



write: l\2% 




Charts/Graphs , 
Forms, Manuals 
Work. Orders 
20% 



Memos & Notes 
17% 



Letters & 
Reports 



5% 
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I£CHNICAL_ OCCUPATIQNS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



WAYS SUPERVISORS -SEND COMMUNICATIONS 



talk: 7Q% 
one to one 

TELEPHONE 
TO A GROUP: 2-5 PEOPLE 12% 
DEMONSTRATIONS, RADIO 5% 



32% 



9 ■■■ 7 

Z. J./c, 



writf: . 30% 

memos & notes 

letters & reports 

charts/graphs, forms, 
manuals, work orders 



7ab7.e 67 
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TECHNICAL oCCUPA-^^ 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONMA:: 



THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUNICATIONS 



TALK AND WRITE 



Assertion 
25% 



Explanation 
25% 



Direction 

18% 




Description 



Question 
12% 



Evaluation 
15% 



'Assertion: advise, opinion, propose, rccon^.riond, sell, persuade, su^gesc. 
Direction: direct, instruct, order. 

Evaluation: assurt-^ .-ipprt'cLaLe, compl i.menL , et^rrocL, scold, rc*p r i mand . 



Fi[:ure 63 
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TECHNICAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS ott INFORMATION SUPERVISORS SEND IM COMMUNICATIONS 



TALK AND WRITE 



ASSERTION 31% 

EXPLANATION .... 21% 

QUESTION 16% 

DIRECTION Wo 

DESCRIPTION .... 11% 

EVAx.UATION .... 77-> 



ASSERTION: ADVISE. OPINION. PERSUADE. RECOMMEND. SELl , 
PROPOSE. SUGGEST. 

DIRECTION: DIRECT. INSTRUCT. ORDER, 

EVALUATION: ASSURE. APPRECIATE/ COMPLIMENT. CORRECT^ SCOLD. 
REPRIMAND. 

Table 63 
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TEC HNICAL OCCUPATIOiNS 
INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
THE KIi>IDS OF INFORMATION SUPERVISORS- SEND IN COMMU NICATIONS 



O talk ; 587o @_^TEj_fK 




Direction__ 

7% 

Description 
2% 



A.;i...' rt i.^ri : .idvb^(d^ opinion^ propose, rec< ^i.^r.end sell, persuade, .;i]i_;j>iSL . 
l)LrecLi*)n: direct^ iastrujt> ordcjr. 

Evalucition: assart', aij:>rec: laLe , c:omp L Inient: , correct, scdld, reprimand. 

Fi<na'e 69 

182 
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TECHNICAL OCCJPATIONS 



ADVISORY GROUP SUQCRVISOR RESPONSE 
TO CONDEMNED SUPERVISOR QUESTIONNAIRE 



TJiE..KIiJDLS_JlF_INFO_R_M^ SEND IN COMMUN I CATTOM!^ 



TALK: 


70% 


WRITE: 5")% 




ASSERTION . . . . 


... 22% 


ASSERTION . . . . 




EXPLANATION . , . 


... 1^% 


EXPLANATION . . . 


7% 


QUESTION . . , . 


. . . .13% 


DIRECTION . . . . 


5% 


DIRECTION , . . . 


... 9% 


DESCRIPTION . , . 


5". 


EVALUATION . . . 


. . . 6% 


QUESTION . . . . 


3% 


DESCRIPTION . . . 


..." 6% ' 


EVALUATION . . , 


1% 



ASSERTION: ADVISE, OPINI'N. rtRSUADE> RECOMMEND. SELL, 
PROroSE, SoGGf.^ifc 

DIRECTION: DIRECT/ INSTRUCT.- ORDER. 

EVf^i UV. iO-l: ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. / 



T(ible 69 
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TECHi^lICAL OCCUPATIONS 



INL )IJAL RESPONSE TO SUPhRVISOR QUESTIONNAIRE 



WAYS SIJI'KRV! SOKS KKC.liJ VK COMMUNI.CATIOM 



O LISTci^J: 47/0 



One To One 
37% 



To A Group : 
2-3 oeople 

4% 



Tc lephone 




Demons trat Ions , Radio 
2% 



Charts/Graphs , 
Forms , Manuals , 
Work Orders 
30% 



Memos & Notes 
15% 



Letters & Reports 
8% 



' 170 
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TECHNICAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE •. 
TO CONDENSED SUPERVISOR QUESTIONNAIRE- 



WAYS SUPERVISORS RECEIVE COMMUNICATIONS 



LISTEN 



527o 



ONE TO ONE 30/2 

TELEPHONE 1\% 

TO A GROUP; 2-5 PEOPLE 8% 

DEMONSTRATIONS^ RADIO -3% 



READ: 



MEMOS & jNOTES . . . 

CHARTS/ SRAPHS^ FORMS 
MANUALS^ WORK ORDERS 

LETTERS & REPORTS . 



Tab' 
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TECHNICAL OCCUPAT IONS 



IfJDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
THE KINDS OF INFORMATION bUPbRVISORS RECEIVE COMM UNICATIONS 




rt_ Loa : atlviso, opinion, propose, rcc. ;:id, sell, ;)ersuadq^, siigi^os t; . 
Direct-ion: airecC, instruct, ordor. 

Evaluation: assuri.;, ;ipp t ct: in ti; c()in[).l i nie:i L , i.tirrecL, scold, ;\-p':': 



Figure 71 
172 
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TECHNICAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUN I CAT I ON.^ 



LI STEN AND READ 
ASSERTION ■ 
QUESTION . 
EXPLANA") ION 
DIRECTION ■ 
DESCRIPTION 
EVALUATION 



30% 
19% 

.17% 

11 



ASSERTION : 

o; ECTioiJ: 

.^UATION 



advise. opinion. persuade. recommend. sell, 
propose. suggest, ■ 

direcl.. instruct, order. 

assure. appreciate. compliment. correct. scold, 
reprimand, 



\ible 71 
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TECHNICAL OCCUPATIONS 



INDIVIUUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THc KINDS OF INFORMATION SUPERVISORS RECEIVE IN COMMUNICATIONS 



0_. kLilENlJ/Z 



READ: 53Z 



Assertion 
2LZ 



Ques tion 
lOZ 



Evaiua tion 
71 



Di rect ion^< 
6Z 

Ex^jlana* ion 

2% 

Descr ipt ion 
IZ 




Assertion 
28% 



Direction 

8% 



Ques tion 
6% 

Evaluation 
6% 

Explanation 
4% 

Description 
1% 



A .St* r i w;; : .itlvisv , opinion, propose, re cor:-.:ne:ul , soli, persuade, siK;j;esL. 
I) ^ : ect- lot! : direct, instruct, order. 

Evaluation: assure, appreciate, co.np I i !r,t -n l , correct , scold, rep ri !T;acni . . 
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I E C Hl;l LC AL._ P ecu P A T I_0 N S 

0f 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KI NDS OF I NFORMAT lON^ SJJPERVI SORS RECEIVE IN CO MMUNIC ATIONS 

62^ 



LISTEN 



READ: 38% 



ASSERTION . . . . 


... 20% 


ASSERTION . . . 


. . 10% 


QUESTION . . . . 


. . . 19/0 


DIRECTION . . . 


. . 10% 


EXPLANATION . . . 


... 11% 


EXPLANATION . . 


• • 0/0 


DIRECTION . . . . 


. . . Tl 


uJESTION . . . 


rc; 


DESCRIPTION . . . 


... 3% 


DESCRIPTION .; . 




EVALUATION , . . 


... 2% 


EVALUATION . . 


• 1 J-/0 



ASSERTION; ADVISE. OPINION. PERSUADE. RECOMMEND. SELL. 
PROPOSE. SUGGEST. 

D ..^vJTIOn; direct, instruct, order. 

EVALUATION: ASSURE. APPRECIATE. COMPLIMENT. CORRECT. SCOLD. 

REPRIMAND. _ 

7ahU. 7?. 
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CHAPTER VII I' 



TRADE AND INDUSTRIAL OCCUPATIONS 

Trade and Industrial employee and super .or responses to the 
Occupational Coramunications Skills Questionnaires are summarized in 
Figures 73-84. 

Individual employee responses are summarized in Figurts 73-78; 
Individual supervisor responses are summarized in Figures 79-84. 

Advisory Group employee and supervisor responses lo the Condensed 
Occupational Communications Skli.Is Questionnaires are summarized 
in Tables 73-84. 

Advisory Group employee responses are summarized in Tables 73-78; 
Advisory Group supervisor responses are summarized in Tables 79-84 

Individual Emplo:v'ees Responsing to the 
Occupational Communications Skills Questionnaire 

(Appendix A) ' . 



O ccupational Clusters 

Automotive 

Carpentry 

Food preparation 

Law enforcement 

Metal trades 

Transportation ' 

Welding 



Job Catej^oiie s 

Mechanic 
Carpenter 
Assistant chef 
Police officer 
Apprentice machinist 
Truck driver 
Welder 



Advisory Group Employees Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix G) 



Occu pat ional C lusters 

Automotive 
Carpentry 
Food preparati 
Law enforcement 

Metal trades 

Transportation 

Welding 



Job Categories 

Mechanic, Service advisor 
Carpenter , Journeyman 
Chef, Ass is tan t chef 
Police officer. Patrolman, 
Trooper 

Apprentice? foreman 
Tmck driver 
Welder, Pipe fitter 



1 \) 0 
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Analysis of Questionnaire Responses 

Tab] 73) Employees 
from the Trade and Industrial occupntions gave information morit 
frequently by talking. Talking to one person face-to-face was the 
most frequent way of giving Information. When writing was used 
to }f\ivQ information, these employees used memos and notes more 
frequently than any otner form of written ^conununication. 

j>Jl?^L'^,^XJi'^L"J^Vca^^ Send (F igures 74, 75, Tab Xes 7A , 75) 

Assertions (advice, opinions, etc J explanations and questions were 
the kinds of information given most frequently by these employees, 
with explanations the single most frequenr kind of ipfbrmation giv 'n. 
'I'h ' : information was given most frequently by talkir^^. 

■^'i^.y/i^jML^Jg^^^ f l ire 76, Table 76) .Employee 

answering both questionnaires received information most frequently by 
listening. Listening to one person face-to-face was the most fre- 
quent way of receiving information. l^en reading was used to receive 
.infarmat ion, these employees read memos and riOtes more "requently 
than any other written conununicat ion although work orders were re- 
ported wit«h high frequency in the automotive a^rea. Directions 
(directions, instructions, orders) and,,assertiorfs (advice, opinions, 
etc.) were the kinds of information received most frequently by 
these employeos. Directions were received by. both' listening and 
reading,^ and assertions were received most frequently by listening. 

.^-^Jl^_g_o/ Co Timunications '"Employees Receive (Figures 77, 78, Table s 77, 
78) Directions (directions, instructions, orders) and assertions 
(advice, opinions, etc.) were the kinds of information received most 
frequently by these employees.^ Directions were received by both 
listening and reading and assertions were received most frequently 
by listening. 
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TRADE AYJD industrial OCCUPATIONS 



INDIVIJiyAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 




To A Group: 
2-5 people^ 
20% 



Te lep^ig^ue 

15% ^ ' 

Demonstrations, Radio 
27. 



178 



192 



TRADE AND INDUSTRIAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPL OYEES SEND COMMUNICATIONS 



TALK: Til 

ONE TO ONE . , Ill 

TELEPHONE 1652 

TO A GROUP: 2-5 PEOPLE . 1152 

DEMONSTRATIONS. RADIO . Wo 



WRITE: Wo 
MEMOS a NOTES . . . 

charts/graphs, forms 
manauls. work orders 

letters & reports . 



Table 73 
179 
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TRADE .AND JNDUSTR J.A.L OCCUPATI ONS. 



INDIVIDUAL RESPONSE TO EMPLOYEE Q.UESTIONNAI RE 
Ilit KINDS OF IN FORMATION EMPL OYEES SEND IN COMMUNICATIONS 



TALK AND WRITE 




A.-iSf r t i (")n : rulvise, opinitMi, propose, re common d , sell, persuade, s uj^U'S t . 
j) i t i'i'L i on : • dirccL, insirurt, order, 

Kva i ii.i t i on : .issuro, apprei; i /jLo , (\H*!ip I i nion L , correct., scold, r^.'p r i K./iUil , 
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TRADE AND INDUSTRIAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO COND£NSED-EMPLOYEE QUESTIONNAIRE 



THE KINDS OF INFORMATION EMPLOYEES SEND IN COMMUNICATIONS 



TALK AND WRITE 



ASSERTION . . . 


. 35% 


QUESTION . . . 


. 20% 


DIRECTION . . . 


. 19% 


EXPLANATION . . 


. 12% 


DESCRIPTION . . 


. 10% 


EVALUATION . . 


. ^% 




•ASSERTION : 



ADVISE^ OPINION^ PERSUADE^ RECOMMEND^ SELL^ 
PROPOSE^ SUGGEST. 



DIRECTION: 



DIRECT^ INSTRUCT^ ORDER. 



EVALUATION ; 



ASSURE^ APPRECIATE^ COMPLIMENT^ CORRECT^ SCOLD^ 
REPRIMAND. 



Table 74 
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TR ADE AND INDUSTRIAL OCC UPATIONS 

INDIVIDUAL RESPONSE TO EMPLOY'eE QUESTIONNAIRE 
T.^ E _K I N D S OF I NFOR MATIOivl E MPLOYEES SEND IN C O MMUNICATIONS 



O.talk: 79^ " ' ■ ® write: ni 

^ Assertion 




Evaluation 

8% 

Descrlpc i on 

5% 



As Si' r I. ion; acivLst , opinion, pro[)OS(j, ro co niinu n ci , sell, ju* r.-umdo , miij';j;l'sl 
I) i rt' c L : dirtrt^C, insLru'-l, ordtir. 

Kv.i 1 iM L Li>n ; ;issui*o, ;i[)j)rocM ji i" , i:oi:ip I i iulmi t: rr c s<'() ! c^'^t- p r i ruind . 
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TRADE AND INDUSTRIAL O.C C U P AT I. ON S 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUESTIONNAIRE - 

IHE..XI.MJIS__dE_I-M£ORMATIQN EMPL OYEES S END TN CQMMIIN l r.^T i riN.^ 
lALKj 721 ' WRITE: 28% 



ASSERMON . . . , 


. . . 277. 


ASSERTION . . 


. . 8% 


QUESTION .... 


. . . m 


DIRECTION . . 


. . 8% 


DIRECTION . \ , . 


. . . lU 


EXPLANATION . 


. . l^7o 


EXPLANATION . . . 


• I • 8% 


DESCRIPTION . 


. ^% 


DESCRIPTION . . . 


• 1 1 0/0 


QUESTION . . 


. 3% 


EVALUATION . . 


... ^j7o 


EVALUATION . . 


. 17o 



ADVISE. OPINION. PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECT, INSTRUCT, ORDER. 

ASSURE, APPRECIATE, COMPLIMENT, CORRECT, SCOLD, 
REPRIMAND. 

TaJj la 7[, 
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ASSERTION : 

DIRECTION: 
EVALUATION : 



TRADE AND INDUSTRIAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES RliCEI.VE COMMUrUCATlON 



LISTEN: 73/0 . 



READ: 27% 



One To- One 
41% 




To A Group: 
2-5 people 

23% 
Telephone 

■ 5% 

Demons t rations ^ Radio 

4% ...A „ ; 



•iemos & Notes 
14% 

Charts /Graphs , 
Forms , Manuals , 
Work Orders 
12% 



Letters & Reports 
"1% 



Figure 76 
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TRADE AND INDUSTRIAL OCCUPATIONS 



ADVISORY GROUP EMPLOYEE RESPONSE- 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



WAYS EMPLOYEES RECEIVE COMMUNICATIONS 



LISTEN: " 65% 

ONE TO ONE .• 3^% 

TELEPHONE 13% 

TO A GROUP: 2-5 PEOPLE . 9% 

DEMONSTRATIONS^ RADIO . 9% 



read: 35% 



memos .s notes . ' . . 

charts/graphs, forms 
manuals, work orders 

letters & reports . 



Table 76 
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TRADE AND I NDU STR I AL O C CUPA TIONS 



INDIVIDUAL RESPONSE TO EMPLOYEE QUESTIONNAIRE 
THE ..KINDS OF INFORMAJION 



LISTEN AND READ 




Assertion: advise, opinion, propose, recommead, sell, persuade, suggest 

f 

Direction: direc.t, instruct, order. 

Kvaluntion : assure, ai)p rec i;ite , compl iineat , ccjrreeL, s eo.l,d ,5 rep r iin.'iad . 



I'iaura 77 
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' TRADE "AND INDUSTRIAL ...OCCUPATIONS ■■ 



ADVISORY GROUP EMPLOYEE RESPONSE 
TO CONDENSED EMPLOYEE QUEST I OMNAI RE 



LISTEN AND READ . 
DIRECTION ■ 
ASSERTION . 
QUESTION . 
EXPLANATION 
DESCRIPTION 
EVALUATION 



.• 26% 
. 15% 
. 9% 

fl 8% 

707 
■ 1 10 



ASSERTION: ADVISEy OPINION^ PERSUADE^ .RECOMMEND^ SELL> 
PROPOSE^ SUGGEST. ■ - ■ . 

DIRECTION: DIRECTy "INSTRUCT^ ORDER. 

EVALUATION: ASSURE^ APPRECIATE^ COMPLIMENT^ CORRECT^ SCOLD> 
REPRIMAND. 



ERIC 



Table 77 
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TRADE 'AND INDUSTRIAL OCCUPATIONS 



INDIVIDUAL ■ RESPONSE TO EMPLOYES QUEST I.O>JN ATRE"-- 

• ' ' . . .. • • t ' 

I^iE _K I N DS OF INFORMATION EMPLOYEES' RECE WE_ I_N CO-MMU N I CAT IONS, 



Q_,_ySTENj 7_5/o 



read:' 27% ' 



Direction 
• 29% 



Assertion 
13% 



Question 
' 13% 
Exp lanation 

Descriprtion 
6% 

Evaluation 

/o 




Direction 
'13% • 
Assertion 

5%- \ 
E:«p lanation 

Description 

3% 

Ques tion 

Evaluation 
1% 



, AssorCLon: advise, opinion, .propose, re(joi:i;;icnd , sell, pers\uule, suggest, 
iJirecLioir: di. rect, instiruct, order. * • 

EvaliiaLion : assuro^npp reciaLc , corr.pi i lucnL ; covrecX , scol d , rcpr i.nu'ind. 
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■I?ADE AND INDUS TRIA L OCCUPATIONS 



, ADVISORY GROUP. EMPLOYEE RESPONSE. 
TO CONDENSED EMPLOYEE QUESTIONNAIRE 



LISTED: 65;? 



DIRECTION . . 
ASSERTION . . 
QUESTION . . 
EXPLANATION . 
DESCRIPTION . 
EVALUATION . 



20/O 
18/^ 
111 
5% 
5% 



read:^ 35% 



DIRECTION . 
ASSERTION . 
QUESTION . 
EXPLANATION 
EVALUATION ' 
DESCRIPTION 



15% 



J 10 



■ C 



SSERTION; 



DIRECTION : 
EVALUATION: 



ADVISE, OPINION, PERSUADE RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECT, INSTRUCT, .ORDER. 

ASSURE', APPRECIATE, COMPLIMENT, CORRECT, SCOLD-, 
REPRIMAND. . ' , " 



Tcdj le 78: 
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Individual Supervisors Responding to the 
Occupational Coramunicat ip.ns Skills Qucsti.onnaiie 
(Appendix B) 



O c c! up a t i o n a 1 C^l u s t e^rs 

Automotive 

Carpentry 

Food preparation 

Law enforcement 

Metal trades; 

Transportation 

Welding 



Job Categor ies 

Service manager 
Carpenter forei^ian 
Chef 

Police sergeant 
Foreman 

City dispatcher 
Vice president 



Advisory Group Supervisors Responding to the 
Condensed Occupational Communications Skills Questionnaire 

(Appendix D) 



Occupationil Clusters 
Automotive 

Carpentry 

Food preparation 

Law enforcement 

Metal trades 
Transportation 



Welding 



Job Categories 

Service manager, owner, 
Parts manager. Shop foreman 

Leadman , Foreman , Owner 

Chef 

Chief of police, Sergeant, 
Training staff. Chief 
security officer 

Foreman, Machine shop foreman 

General manager. Vice presi- 
dent. Owner, Traffice man- 
ager. Supervisor, Sales 
manager 

General foreman. Superinten- 
dent 



Analysis of Questionnaire Responses 

^-l^^j^^iyApP ^s Send Communications (Figure 79. Table 79) Super- 
visors from the Trade and Industrial occupations ^who answered the 
questionnaires gave information mos t frequently by talking. Talk- 
;ing to one person face-to-face was the most frequent way of giving 
Information, with the telephone used next most frequently. When 
writing is used to give information, these supervisors used memos 
and notes more frequently than any other form of written communi- 
cation. The supervisory individuals and the advisory groups in 
Tradti./and Industry verified each other as to the ways communications 
took place. Nearly half of the written communications sent by Trade 
and Industrial supervisors in the advisory group were memos and notes. 
Work orders were used more by Trade and Industrial supervisors than 
by those in any other field. ^ 
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?l[.P£L^_J^J,.iiP"^j^""^ c^t:ions Sent by Supervi?;ors , Tables 80, 8 1, 
Figures 80, 81) Assertions (advice, opinions, etc.) and direc- 
tions (directions, instructions, orders) were the kinds of infor- 
mation given most frequently by these supervisors. This informa- 
tion was given both by talking and writing. 

Way s Supervi t;or s Receive Commun i cations (Figure 82, Table 82) 
Supervisors answering both questionnaires received information most 
frequently by listening. Listening to one person face-to-face was 
the most frequent way of receiving informat ion , with the telephone 
the next most frequent way. When reading is used to receive infor- 
mation, these supervisors read memos and nj^tes more frequently than 
any other written communications 

Kin ds of Information Supervisors Receive in C ommunications (Figures 
83, 84y Tables 8 3^ 84)_ Assertions (advice, opinions , etc. ) direc - 
tions, instructions, orders) and questions were the kinds of informa- 
tion received most frequently by these supervisors. Supervisors 
answering, the detailed questionnaire received this information by 
both listening and reading, with listening being only slightly 
dominant. Supervisors answering the condensed questionnaire 
received this information most frequently by listening. 



I. 
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TR ADE AND INDUSTRIAL OCCUPATIONS 

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

WAYS SUPERVISORS SEND COMJlirN I CATIONS 



O TALK; TdI ® WRITE: 25Z 




Telephone^ 

15% 

Demonstrations, Radio 
1% 
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TRADE AND INDUSTRIAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERV-ISOR QUESTIONNAIRE 



WAYS SUPERVISORS -SEND COMr.JN I CAT IONS 



lALKl. 



ONE TO ONE . . . ■ . . 3^% 
TELEPHONE ...... 18% 

TO A GROUP: 2-5 PEOPLE 11% 
DEMONSTRATIONS, RADIO . 3% 



WRITE: ^5% 

• MEMOS. AND NOTES . . . 

CHARTS/gRAPHS/ FORMS/ 
MANUALS, WORK ORDERS 

LETTERS S REPORTS . . 
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TRADE A ND IN DU STRIAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

r 

THE KINDS OF IimFORMATION SUPERVISORS SEwD IN COMMUNICATIONS 



TALK AND WRITE 

Descr • p tion 

\/ 1% 




As-Su r cion : advise, opinion, propose, recomn^.onu, sell, persuade, suggest. 
Direction : direct , instruct, order. 

Evaluation: assure^, n|)p rectcite , comp 1 i.nicin L , correct, scold, reprimand. 



Fi'iim:: SO 



TRADE AHD industrial OCCUPATIONS 



ADVISORY GROUP .SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



TPrS,(KlNDS Ve-^F^IFORMATION SUPERVISORS SEND IN CONr^UN I CAT 1 0 N S 



TALK AND WRITE 



ASSERTION . ■ . 


TOOT 


DIRECTION . . . 


. 22% 


EXPLANATION . . 


. 18% 


QUESTION . . . 


. 15!^, 


DESCRIPTION . 


. 7% 


EVALUATION . .. 


5% 



ASSERTION:. ADVISE, OPINION. PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGGEST. 

DIRECTION: DIRECT, INSTRUCT, ORDER. 

_.: EYALUAIXOKJ_JASS.URE,-..jy?£REC.lAT£->-XQMELLME.NT->-XORREC^^ 

REPRIMAND. 

Tab la 80 
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TRADE AND INDUSTRIAL OCCUPATIONS 



INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATION SUPERVISORS SEND IN COMMUMICATIONS 



lALK: JSk 



WRITE; ?S'Z 



Assertion 
27% 



Direction 
18% 




Ques tion 

14% 
Explanation 

11% 

Evaluation - ^ 

5% 3 



Assertion 

10% 
Direction 
7% 

Evaluation 
4% 

Explanation 
3% 

Description 
1% 



Assertion: £idvi.:>e, opinion, propose, rocoruuiend , sell, persuade, .su^^;osl. 
Direction: direct-, instruct, order. . 

Evaluation: assure, .iporL'/- i /ii e , compliment correcL, scold, reprimand. 



Figure . 82 
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TRADE AND INDUSTRIAL OCCUPATIONS . 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE 



THE KINDS OF INFORMATIJN SUPERVISORS SEND IN COMMUNICATIONS 



TALK 



ASSERTION . 
DIRECTION . 
QUESTION . 
EXPLANATION 
DESCRIPTI:;N 
EVALUATION 



mi 



21% 
13% 
12% 
10% 

s% 



w rite: -^ut 

ASSERTION . 
DIRECTION . 
EXPLANATION 
QUESTION . 
DESCRIPTION 
EVALUATION- 



11% 
9% 

8% 

3% 
2% 
1% 



ASSERTION: 

DIRECTION: 
EVALUATION: 



ADVISE/ OPINION, PER.^UADE,- RECOMMEND/ SELL/ 
PROPOSE/ SUGGEST. 

DIRECT/ INSTRUCT, ORDER. 

ASSURE/ APPRECIATE, COMPLIMENT/ CORRECT/ SCOLD/ 

-REf-R^H-lftNi^--— ----------------- 



Table 81 
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TR ADE AND INDUSTRJAL OCCUPAT IONS 

« 

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 

WAYS SUPERVISORS RECEIVlil COMMUNICATION 



o 



LiSTc,^: 58/o \^ read: 




Figure 
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TRADE AND INDUSTRIAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO, CONDENSED SUPERVISOR QUESTIONNAIRE 



WAYS SUPERVISORS RECEIVE COMMUNICATIONS 



LI STEN: \j7% 
Old TO ONE , , . , , , 

TELEPHONE 

TO A GROUP: 2-i) PEOPLE 
DEMONSTRATIONS/ RADIO 



/o 



19% 
3% 



read: 33 % 

memos "& notes . . . 17% 

letters & reports , 8% 

charts/graphs, forms 
manuals, work orders 8%, 



Table 81 
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TRA gE AND INDUSTRIAL JOCCUPATI ONS 

INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 
1^ _ K I ^AAL INF ORMATION S UPERVISORS RECEI VE I N COMM UNICATIONS 



LISTEN AND R EAD 

^Explanation 




o 

AsserLlon: advise, opinion, propose, rccoir.n-.end , ,sell, persuade, suj^gesc. 
DirejLion: di^^ect, instruct, order. 

Fwaiuation : assurL* , appreciate , compl imcnt , ca rrecl , scohi, reprimand'. 

200 
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TRADE AND INDUSTRIAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUESTIONNAIRE- 



LISTEN AND READ 



ASSERTION . . . 


. . Z 0/0 


QUESTION . . . 


. . 23Z 


DIRECTION . . 


• 1 2 1/0 


EXPLANATION.. 


.'15% 


EVALUATION . 




DESCRIPTION . . 





ASSERTION: 

DIRECTION: 
EVALUATION: 



ADVtSE/ OPIIHON/ PERSUADE, RECOMMEND/ SELL/ 
PROPOSE/ SUGGBST.- ^ ' 

DIRr:r.T/ INSTRUCT/ ORDER.' • 

ASSJrE/ APPRECIATE,- COMPLIMENT/ CORRECT; SCOLD/ 
REPRIMAND. . 



Table 85 
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TRADE AND INDUS TRIAL OCCUPATIONS . ' " 
INDIVIDUAL RESPONSE TO SUPERVISOR QUESTIONNAIRE 



THE KIWDS OF INFORMATION SUPERVISO RS RECEIVE I N COMMUNICATIONS 

O listen: 6'6,o ' @ read: ^2/; 




Asser^iun:' advise, opinion, propose, recomnond, sell, persuade, stiggosL. 
Direction: direct, instruct, order. 

Evaluation: assure, app ru c La t e , coinplimen t correct, scold, renrii:iand. 



Fiaia'c 84 
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TRADE' AND' INDUSTRIAL OCCUPATIONS 



ADVISORY GROUP SUPERVISOR RESPONSE 
TO CONDENSED SUPERVISOR QUEST! Qi^lNA I RE 



THE KINDS OF INFORMAT ION S UPERVISORS RECEIVE IN COMMUNIC ATIONS 



LISTEN I^i- 67 



READ: 33/0 



ASSERTION i . 


1 1 . 1 ,. 20/b 


ASSERTION . . . , 


■ Q" 

. ■ U/O 


.QUESTION . 




DIRECTION . . . .. 


. O/D 


DIRECTION . , . 


.... 12^ - 


QUESTION . .. . . 




(EXPLANATION ■ 


. . . 9;r 


EXPLANATION . '. . 


. uz 


EVALUATION . . 




EVALUATION . . . 




DESCRIPTION ^ . 


. . . . 37o 


DESCRIPTION, . . . 


. 22 



ASSERTION : 

direction: 
EVALUATION 



ADVISE, OPINION, PERSUADE, RECOMMEND, SELL, 
PROPOSE, SUGQiST, . ' " ■ 

DIRECT, INSTRUCT, ORD'ER. 

ASSURE, APPfREC'IATE, CdMPLIMENT, CORRECT/ SCOLD, 
REPRIMAND-. ' 



Tal}le 84 

2a3. 
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CHAPTER IX 



MIN I-QUESTIOr^AT RE 

The Mini-questionnaire (Appendix E) consists of information 
received from: 1. entry level employees who responded to the 

Employees Questionnaire (Appendix A) ; 

2. supervisors who responded to the Supervisors 
Questionnaire (Appendix B) ; 

3. advisory committee members who responded to the 
Condensed Questionnaire (Appendices C and D) . 

Tables 86-112 represent the employees' and supervisors' summary of: 

1. the three most frequent ways of communicating; 

2. the three most effective ways of communicating; 

3. the three ways of communicating that need to be better 
taught to employees; 

4. the three ways of communicating that need to be better 
taught to supervisors. 

Analysis of Mini-Questionnaire Responses 

^ Most Frequently Used Communications/Most Effectively Used Communications 

Employees and supervisors from all seven fields indicated that talk- 
ing and 'listening one-to-one was their most frequent way of communicat- 
ing. 

• The respondents from all but one of the seven fields indicated that 
talking and listening one-to-one was the most effective way of communi- 
cating. Respondents from the. Business and Office Occupations, the 
exception, indicated that they believed memos and notes to be the most 
effective way of communicating. 

* Employees and supervisors from four of the seven fields (with, varia- 
tions between employees and supervisors within a field) selected the 

■ telephone and memos and notes as the next most frequently used ways of 
communicating. 

Employees and supervisors . from five of the seven fields (with varia- 
tions between employees and supervisors within a field) selected tne 
telephone and memos and notes as the next most effective way of com- 
municating. 

In general, the ways of communicating that should be better taught 
to employees are ranked as follows: 

Responses from Employees Responses from Supervisors 

First: One-to-one ' First: ' One-to-one 

Second: C^^nrts & Graphs Second: Letters & Reports 

In general, the s of communicating that should be better taught to 
supervisors are ran. as follows: 

Responses rom Employees Responses from Supervisors 

First:" One-to-one Thirst:' One-to-one ■ 

Second: Demonstration/Radio Second:. Letters 6f Reports 
.1 • ' 
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AGRICULHIRAL OCCUPATIONS 



EMPLOYEES RESPONSE TO: 



One to One 
Memos & Notes 
Telephone 



Most Frequently Most Effectively 

Used Communications Used Communications 



35% 
20% 
14% 



To A Group: 2-5 People 14% 

Demonstrations, P^dio 8% 

Charts/Graphs r Forms, ■ . 

Manuals, Work Orders . . . . . . 6% 



Letters & Reports 



3% 



38% 
17% 
16% 
7% 
12% 

7% 
3% 



Table 85 



COMMUNICATIO NS THAT S H OULD BE BETTER TAUGHT TO EMPLOYEES 

Employees Supervisors 
Response Response 



One to One 



28% 



Charts/Graphs, Forms, 

Manuals, Work Orders . . . .... 22% 



Demonstrations, Radio . . . ' . . 16% 

To A Group: 2-5 People 14% 

Memos & Notes 8% 

Telephone 6% 

Letters & Reports . . .'^ • . . . *6% 

' Tabln 86 
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26% 

14% 
11% 
10% 
14% 
8% 
17% 



219 



1 

AGRICULmRAL OCCUPATIO^JS 
fllNI QUESTIOMflAIRE 



SUPERVISORS RESPONSE TO: Most Frequently Most Effectively 

Used Communications Used Communications 



One to One 32% 36% 

Telephone .......... 20% 15% 

/ To A Group: 2-5 People 14% 11% 

Demonstrations, Radio 14% ...... 14% 

Memos Si Notes 14% 14% 

Charts/Graphs, Forms, . 

Manuals, Work, Orders 4% 3% 

Letters &" Reports 2% ..... . 7% 

Table 87 

CO MMUNT CATipNS. THAT SHOUL D BE BETTER TAUGHT TO SUPERVISORS 

Supervisors Employees 
Response Response 

One to One ..27% . . . . . . 31% 

Letters & Reports 19%' 10%' • 

To A Group: 2-5 People 15% 19% 

Memos & Notes. ... . . . -. % . 13,> 13% 

Demonstrations, Radio 11% 15% 

Charts/Graphs, Forms, 

Manuals, Worr. Orders . . ... . . 10% 10% 

Telephone 5% \^ . . . . . . 2% 

• \ 

Table 88 * 
2Q1 
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BUSIfCSS Af^ OFFICE OCOJPATimS 
JIINI QUESTIOUriAIRE ^ 



EMPLOYEES E^SPONSE TO; Most Frequently Most Effectively 

Used Connnunications Used Connnuni cations 

One to One 35% ....... 31% 

Memos & Notes . 24% . . . . ' . . 32% - 

Telephone . . . 

Letters & Reports . . 

Charts/Graphs , Fr..rms , 
Manuals, Work Orders . 

To A Group: 2-5 People ...... 3% 2% 

Demonstrations, Radio ..... 2% 2% 

Table 89 

COMMUNICATIONS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES 



Employees Supervisors 
Response ^ Response 
One. ..t.Q ..Oof? . • r r • ... -., V 29% 26% 

Letters & Reports ....... 27% ' . 29% . 

,t< . ■. _ 

Telephone . . " . . . ■ . . . 22% . . . . . . 16% 

Memos & Notes 12% . . . . . . 19% 

ChartsA^raphs, Forms.,, 

Manuals, Work Orders j 8% ..... . 2% 

To A Group: 2^5 People 2% 6% 

Demonstrations, Radio 0% 2% 



Table 90 
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17% 23% 

10% . . . . . . 5% 

9% 5% 



BUSIfCSS .AfID OFFICE OCCUPATimS 
[llf^I QUESTIONi'lAIRF - 



SUPERVISORS RESPONSE TO: 



Most Frequently 
Used Communications 



Most Effectively 
Used Communications 



One to One 32% 

Memos & Notes 30% 

Telephone 22% 

Letters & Reports .11% 

To A Group: 2-5 People 4% 



Charts/Graphs , Forms , 
Manuals, Work Orders . 

Demonstrations, Radio 



1% 
0% 



32% 
33% 
17% 
13% 
3% 

1% 
1% 
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COMMUNICATI ONS THAT SHOl TLD Bfr. BETTER TAUGHT TO SUPERVISORS 



Supervisors 
Response 

*•.. 37% : 



One to One . . . . . . 

Letters & Reports 24% 

Memos & Notes - . . 22%' 

To A Group: 2-5 People* . . . .^9% 

Telephone . 6% 

Dcmonstrdtions, Radio . . . . . 2% 
Charts/Graphs, Forms, 

Manuals, Work Orders 0% 



Employees 
Response 

31% 
27% 
12% 
10% 
10% 
2% 



8% 



Table 92 
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DISTRIBL-TION S mR!<ETING OCCUPATIONS 
fllNI QUESTiaiWIRE 



EMPLOYEES RESPONSE TO: 



Most Frequently 
Used Communications 



One to One 34% 

Telephone 20% 

Memos & Notes 16% 

Demonstrations, Radio . . . . . 12% 
Charts/Graphs, Forms, 

Manuals, Work Orders 9% 



To A Group: 2-5 People 
Letters & Reports 



7% 
2% 



Most Effectively 
Used Communications 



33% 
19% 
16% 
11% 

5% 
9% 
7% 



Table 93 



COMMUNTC \T IONS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES 

Employees 
Response 

One to One . . 25%' . . . 



Charts/Graphs, Form-?, 

Manuals, Work Orders . . . . 18% 

/ 

To A Group: 2-5 People / 17% 



Oemonstra tions. Radio 
Telephone . . * . 
Memos & Notes 



17% 
13% 
5% 



Letters & Reports 5% 

Tab It? 94 
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Supervisors 
Response 
30% 



8% 
8% 
17% 
15% 
12% 
10% 
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DISTRIBUTim & fV\RKETING OCCUPATimS 
MINI QUESTIMIRE 



SUPERVISORS RESPONSE TO: 



Most Frequently 
Used Communications 



Most Effectively 
Used Communications 



One to One 35% 

Memos Notes . . 23% 



Telephone • . . . ' . 
Demonstrations , Radio 
To A Group: 2-5 People 
Letters & Reports . . 



Charts/Graphs , Forms , 
Manuals, Work Orders , 



15% 
11% 
8% 
7% 

1% 



Table 95 



C OMMU NICATIONS^ THAT SHOULD BE BETTER TAUGHT TO SUPERVISORS 



Supervisors 
' Response 
One to One 26% 



Letters & Reports . . . . . . 19% 

To A Group: 2-5 People . . . . . 17% 

Demonstrations, Radio 14% 

Memos & Notes ; . . . . . . . . 11% 

Charts/Graphs, Forms, 

Manuals, Work Orders ...... 8% 



Telephone 



5% 



Table 96 
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33% 
19% 
14% 
13% 
12% 
8% 

1% 



Employee 
Response 
27% 

8% 
21% 
14% 

5% 

17% 
8% 



224 



HEALTH OCCUPATIONS 
fHfll QUESTIONNAIRE 



EMPLOYEES RESPONSE TO: Most Frequently Most Effectively 

Used Communications Used Communications 

One to One 32% . . . . " . . 33% 

Telephone . . . .' . . . , . . 20% 20% 

Demonstrations, Radio . . . . . 12% ...... 11% 

Tc A Group: 2-5 People ..... 10% ........ 7% 

Memos & Notes . . 10% 14% 

Char ts/GraphS/ Forms, 

ManualFr, Work Orders . 10% 6% 

N ' Letters & Reports ^ . ' ^ - . . . 6% ' 9% 

Table 97 

COMMUN I CAT I QMS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES 



Employees Supervisors 
Response Response 

One to One 27 ^ . . . .. . . 26% 

Telephone - - 23% 24% 

Letters & Reports 19% . . . . ... 15% 

Demonstrations, Radio . ..... .13% 12% 

Charts/Graphs, Forms, 

Manuals, Work Orders 10% 6% 

Memos & Notes 4% ...... . 7% 

^To A Group: 2-5 People . J . 4% 10% 



HEALTH OCCUPATIONS 
\m QUESTIONflAIRE 

SUPERVISORS RESPONSE TO; Most Frequently Most Effectively 

. Used Communications Used Communications 

One to One ' . . . . ... . . 36% . .' . ... 37% 

Telephone . . . 26% 24% 

Memos & Notes 11% - . • . • • 11% 

Letters & Reports . 11% ....... 8% 

To A Group: 2-5 People ..... 9% ..... . 11% 

Demonstrations, Radio 7% . 9% 

Charts/Graphs, Forms, 

Manuals, Work Orders ..... .'0% ...... 0% 

. • . Table 99 

^9!'}t^l'^A^SI^JJ9!}.? T HAT SHOULD BE BETTER TAUGHT TO SUPERVISORS 

Supervisors , Employees 

Response Response 
One to One 32% . . ... . . 33% 

T(^l^phonc ^ • • 22% : . - S^- > 

Letters & Reports 18% 18% 

To A Group: 2-5 People 11% ........ 8% 

Demonstrations, Radio 8% . . ^. . .. . . 14% 

Charts/Graphs , Forms , ' 

Manuals, Wqrk Orders 6% 16% 

Memos & Notes . . , 3% ..... . . 

Tabtr- 100 . * 
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HOf'F. m F/^ULY LIFE OCOJPATIOf^ 
. niNI QUESTiailAIRE 



EMPLOYEES RESPONSE TO: 



Most Frequently 
Used Communications 



Most Effectively 
Used Communications 



One to One 37% 

To A Group: 2-5 Poople 17% 

Telephone 17% 

Letters & Reports, 14% 

Memos & Notes 7% 

Demonstrations, Radio 4% 

Charts/Graphs , Forms , 

Manuals, Work Orders .4% 

Table 101 



36% 
14% 
19% 
12% 
10% 
2% 

7% 



COMMUNTCATIOvIS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES 



One to One 
" Let t e r is ^ Re po r t s 



Employees . 
Response 
. .36%- . 



30% 



Charts/Graphs , Forms , 

Manuals, Work Orders 12% 

To A Group: 2-5 People . . . . . 10% 

Telephone 8% 

Memos & Notes 6% 

Demonstrations, Radio^ 0% 

Td)le 102.. 
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Supervisors 
Response 

19% ' 



19% 

14% 
19% 
10% 
14% 
5% 
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Ha€ AND FAfllLY LIFE OCCUPATIOf^ 
• -fllNI QUESTIONflAIRE ■ 



SUPERVISORS RESPONSE TO: 



Most Frequently 
Used Communications 



Most Effectively 
Used Communications 



One to One % . . . . , . .36% 

Telephone 20% 

Memos & Notes . . . . . . ... i8% 

To A Group: 2-5 People 14% 



Letters & Reports 



8% 



Charts/Graphs, Forms, 

Manuals, Work Orders 4% 



Demonstrations, Radio 



0% 



Table 103 



COjWUNICj^^ THAT SHOULD BE BETTER TAUGHT TO SUPERVISORS 

Supervisors 
Response 

One to One 27% . . . ' , 



To A Grouip: 2-5 People . 27% 



Letters- & Reports . 
Telephone " . . . . 
Demonstrations , Radio 
Memos s Notes . ."^^ 



Charts/Graphs , Forms , 
Manuals, Work Orders . 



20% 
8% 
8% 
5% 

5% 



Tahli? 104 



33% 
19% 
-18% 
19% 
6% 

'5% 
0% 



Employees 
Response 
. 31% 



14% 
20% 

,0% 
17% 

6% 

12% 
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fEai'lICAL OCCUPATIONS- 
fllNI QUESTiaiJAIRE 



EMPLOYEES .ElESPONSE TO: 



Most Frequently 
Used Communications 



One to One 33% 

Memos & Notes 16% 
To A Group: 2-5 People . . . . . 14% 



Most Effectively 
used Communications 



Charts/Graphs-, Forms , 

Manuals, Work Orders 14% 



Telephone . ' . , , . . . . .13% 

Demonstrations, Radio 8% 

Letters & Reports 2% 



35% 
16% 
10% 

12% 
10% 
15% 
2% 
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GOf^imiCATtONS THAT SHOULD BE BETTER TAUGHT TO EMPLOYEES 

Employees Supervisors 
Response . Response 
One to One 30% 36% 



To A Group : 2-'5 People . . . ' 17% 

Demonstrations, Radio . . . . ' . 17%, 
Charts/Graphs-, Forms, 

Manuals, Work Orders 14% - 

Telephone 8% 

Letters & Reports . . . . . . . 8% 

Memos St Notes 6% 

Table 106 
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9% 
7% 

14% 
15% 
10% 

9% 
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TECHfUCAL OCCUPATIONS 
f1IMI QUESTIONflAIRE 



SUPERVISORS RESPONSE TO:' 



Most Frequently 
Used Communications 



Mosts-E^fectively 
Used Comrmiirteations 



One to One . . . . . . ^ ^ ^ 33^^ 

Memos & Notes 22% 

Telephone 20% 

To A Group: 2-5 People .13% 

Chart-?;/Graphs, Forms, 

Manuals, Work Orders . . . . . .7% 



Demonstrations, Radio ... . . .4% 

Letters & Reports 1% 

Table 107 



33% 
31% 
17% 
15% 

0% 
4% 
0% 



COMMUN'IC^TIONS THAT SHOULD BE BETTER TAUGHT TO SUPERVISORS 



Supervisors 
Response 
. 26% . 



One to One 

Memos Notes . . ...... . ... . . . 20% 

Letters & Reports 16% 

To A Group: 2-5 People 14% 

Charts/Graphs, Forms 

Manuals, Work Orders 10% 



Telephone . . . « 
Demons tra tions , Radio 



7% 
7% 



Table 108 
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Employees 
Response 
. 25% 



.12% 
4% 

. 18% 



17% 
2% 
22% 
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. . TRADE m) IfJDUSTRIAL OCCUPATLOf-IS 
IM'M QUESTiajNAIRE 

EMPLOYEE'S RESPONSE TO: Most Frequently Most Effectively 

Used Communications Used Communicatioi 

, One to One ... • 1 . . . . . . 3'2% . . . , , \ . 34%- 

•Charts/Graphs', Forms, 

Manuals, Work Orders . . . ' . . 18% 16% 

Memos & Notes" •• . . 17% . ... . . . 16% 

Telephone ^13% ii% 

To A Group: 2-5 People . . . , . 9% , . . . . . 11% 

Demonstrations, Radio . . . . 6% . , . . , . '9% 

Letters & Reports . . . . , . \ 5%- 3% 

' Table 109 ' ' ^ • ' . 

9>l*iy!iIPA'L^0^S _^THAT_^ SHOULD BE BETTER TAUGH T TO EMPLOYEES ' 

Employees , Supervisors 

Response - Response 

One to One , 28% , . . , ' . . 24% 

Charts/Graphs , Forms , 

. Manuals, Work Orders *. . , . . , 21% 18% 

To A Group:- 2-5 People . . . . 14% . . - . . . . ' 10^% 

Memos & Notes 11% 7% 

Letters & jgeports . ' . . . , , 10% . . ... , 17% 

Demonstrations, Radio 10% . .• , , ' . . 15% 

Telephone • . . - 6% 9%" 

Table- 110 ' \ ^ ' , 
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TRADE AND iriDUSTRIAk.OCCUPATIQ^lS 
\m QUESTIOfif'JAIRE 

m ' • ■ ' ■ 

J ' ^ 4 

SUP ERVISOR S RES PONSE TO: ^Most Frequently . Most Effectively 

• used Communications -Used Communicatio 

One to One ' . . . X • . . 32% ...... 32% 

Teleph<mu 17% . . . . . ... ' 15% 

To A Group: 2-5 People. . . . . . 16% . . r . .... . 13% 

Memos & Notes. . 12% 13% 

Charts/Graphs, Forms, - ' ^'^ 

-Manuals, Work Orders . .... . ! ."10% .... '|. . 9% 

Demonstrations, Radio 7% 10% 

Letters & Reports . • 6% . . . ^ . . 8% 

Table 111 

COMMUNIC VnONS T HAT. SHOU LD BE BE TTER TAUGHT TO SUPERVISORS 

Supervisors Emplr^.y^r^es 
■- • Response Response 
One- to One \ . . ' . 22% 28% 

. Letters & Reports . . . . .. . 20%^. .. . ! . . . 10%' 

Demonstrations, Radio . - . y '"-. .' 18% . . . . . . • 12% 

Charts/Graphs, Forms, . • 

Manuals, Work Orders 13% ... / ■. . .. 16% 

To A Group: 2-5 People . . . . ' . 12% . . . . - . 15% 

Telephone . . 8% . . ... . . 3% 

Memos Notes . . ....... 7% ...... • 16% 

. ' , Table 112 ^ . 
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■. CHAPTER X' 

CONCLUSIONS AND RECOMMENDATIONS 

. CONCLUSIONS 

An examination of .the figures and tables, and the narrative intro- 
ducing^ each section, shows that in spite of differences -in responses' 
between individuals and advisory groups in a given fields and in 
spite of differences between ^fields , there 'is''a commonality to the 
responses. All'employees reported relying heavily on oral communica? 
tions for both sending and teceiving communications. In six *(Agri- . 
culture. Distributive and Marketing, Heelth, Home and Family Lif^, 
Technical, and Trade'-and Industry) of seven occupational fields sur- 
veyed^ the spoken word was the predominant 'choice as a .means of 
communicating. When writing was used as Che means of communication, 
it tended. to be informal. 

In the Business and Office occupations, the responses varied. 
Advisory group employees 'indicated that talking (58% of their re-'* 
sponses) was the most frequent way of. sending, communications . When, 
responses from individual employees in the field were analyzed, they 
reported that they talked and listened slightly less than they wrote 
and read; supervisors reported -reading more than listening. Respon- 
dents from one job cluster (junior accountant) in the Business and 
Office occupations indicated the use of oral communications in only 
about one-third of their responses. In the same field, clerk-typists 
indicated that they talk and listen considerably more than they 
write and .read. ' 

Employees selected talking to one person -face-to-face as the most 
frequent. way of sending communications (33% or more of their re- 
sponses in each of five fields: Agriculture, Health, Home and Family 
Life, Technical, , Trade and Industry) and employees indicated receiv- 
ing information by listening to one person face-to-face (29% or more 
of their responses in all of the seven fields). The same pattern 
prevailed among"^ supervisors . Only in the field of Business and 
Office did the supervisor responses fall below 50% in the use of 
one-to-one oral communications. 

The figures and tables show that even when writihg choices domi- 
nated talking choices, the way of c6mmunicating mos't used was*talking 
with nne person f ace-tp-face. 

In Distributive and Marketing occupations, training in one-- to-one 
communications takes ^place during- the instruction g^iven for sales 
work. Little beyond this training, however, was found in the way of 
a formal curriculum for oral 'communications. 



221 



V While it is possible that there are courses being offered in 
seconda<y .and post-secondary schools that are designed to teach 
effective ways of asking for and giving advice, expressing and 
reacting to opinions, giving and responding to directions; they 

^ were noe discovered during the investigations related to this project. 
There are few formal programs being presented that deal explicitly 
with one-to-one kinds of oral communications. For example, the 
invest igatorr^ were unable to find curricula designed to teach a food 
processing warehouse foreman how to direct a fork lift operator to 
Rlace a pallet of canned food in a specific place in a warehouse' or 

- .to teach thfe fork lift operator how to ask questions when he wasn't 
absolutely sure that he clearly understood the directions. No course 
was found with the objective of teaching the executive or administrator 
how to explain a format to a Secretary so 'that the finished product 
would be as visualized ' by the person requesting it. 

'Even with the concentration on communications of those involved in 
this project there were occasions when, due to lack of training in 
oral communications on the part of those giving directions, lack of 
understanding occurred and difficulties in one-to-one communication 
ensued. 

In order to emphasize the importance of oral communications as 
reported by both individual and advi?^ory group respondents in all 
fields surveyed', charts were ^)repared (Figures 85-88).^ As noted in 
the narrative, only Business and Office employees used oral communi- 
cations less frequently than written communications, and even in this 
field the .clerk-typist and the recordkeeper reported most communica- 
tions 3s being oral (over 50% of their responses) and the secretary 
..-!:?P°£*^.^^_ ^o"^.?HPAy.tLons wj± don_e_more through 

writing than through talking. ~ " . " . 

The charts show that the supervisor advisory groups in all fields 
report that when they communicate on the job, they talk more than 
they write. However, both the Business and Office and the Technical 
individual ^respondents reported reading as the predominant means of 
re-ct^iving communications (52% and 53%i respectively). Figures ,89-92 
depict the extent of one-to-one , face-to-face, communications in all 
fields. In all cases the percentages used are the percentages of all 
ways of communicating reported being used. Wide variations between 
fields appear on the charts illustrating the individuals responses 
to the detailed questionnaire. The range is from a low of 22% in the 
listening mode (reported by individual supervisors in the Business 
and Office Ueld) to a high of 59^% in the listening mDde (reported 
by individual employees' in the Health field.) Individual employees 
in the Health field reported ^talking and listening as constituting 
most of their communications (over 50% of both their communications 
sent and their ' communications received) . 

Tho c^harts reporting the responses of the advisory groups show a 
greater .:onsi.stency among fields. The analysis of responses collected 
from advisory r,roup employees shows a range of only five percentage 
points in the alking mode from 32% in Business and Office to 37% in 
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Trade :nici Industrial, The analysis of responses collected from ad- 
visory group supervisors reported a range in the listening mode of 
from 30% in Technical to 36% in Health, and in the talking mode from 
30% in Business and Office to 35% in Agriculture. 

Table 113 (employee Occupational Summary) and .Table 114 (supervisor 
Occupational Summary) illustrate the rankings of the 'ways of communi- 
cating within each of the seven fields. ^The first figure shown in 
each case represents the rankings from the mini-questionnaire analysis' 
the second figure represents the rankings from the detailed question- 
naire analysis; the third figure represents rankings from. the condensed 
questionnaire (advisory group) analysis. 
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ORAL COWUNICATIONS/TOT.AL FIELD 



• Individuals 
^□Advisory Groups 



Employees Talk 
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Employees Listen 
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Supervisors Listen 
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ORAL C»MUNICATIONS/FACE-TO-FACE 
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• Individuals 
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Employees Lister 
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Supervisors Listen 
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OCCUPATIONAL SUMMARY 
. WAYS OF COMMUNICATING 



ENfPLOYEES 
Responses 
to 

Question- 
naires 



One 

to 

One 



AGRICULTURE 

Mini 1 

Individual 1 

Advisory 1 

BUSINESS AND 
OFFICE 

Mini 1 
Individual 1 
Advisory 1 

DISTRIBUTION 
& MARKETING 

Mini 1 
Individual 1 
Advisory 1 

HEALTH 

Mini 1 
Individual 1 
-AdvTsTjry '~r ■ 

HOME AND 

FAMILY LIFE 
Mir i ■ 1 
Individual 1 
Advisory 1 



TECHNICAL 

Mini 1 

Individual 1 
Advisory ■ 1 

TRADE AND 
INDUSTRY 

Mini 1 

Individual ] 

Advisory I 



Memos 
& 

Notes 



2 
3 
2 



2 
2 
1 



3 

2 
3 



4 
3 

-4- 



5 
2 
4 



2 
3 
2 



3 

3 
2 



Tele- 
phone 



Group 

2-5 
People 



3 
5 
3 



2 
4 

2 



2 
3 

~3~ 



2 
3 
2 



5 
5 
3 



4 
4 
4 



3 
2 



6 

7 

5 



6 
2 
4 



4 

5 



2'- 

4 

3 



3 
2 
6 



Bulle- 
tins 
Charts 
Graphs 
Forms 
Work 
orders 



Intercom 
Demon- 
stration 
Radio 



6 
3 



5 
3 
5 



5 
5 

6 



4 
6 



5 
,2 
4 



6 
5 
6 



3 
5 
6 



2 
5 
4 



Letters 
Reoorts 



5 
5 
5 



7 
6 
7 



4 

7- 

5 



3 
3 



6 
6 
6 



6 
7 
5 



6 
6 
6 



4 
3 
4 



7 
5 
7 



7 
6 

■7" 



4 
5 
6 



7 
4 
7 
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OCCUPATIONAL SUMMARY 
WAYS OF COMMUNICATING 



SUPERVISORS 
Responses 
do 

Question- 
naires 



AGRICULTURE 
:ii:ii 

Indivic]i;^il 
Advisory 

BUSINESS AND 
OFFICE 
Min i 

Individual 
Advisory 

DISTRIBUTION 
& MARKETING 
Mini 

Ind iv-idua I 
•Ad vis iry 

HEALTH 
Mini 

Xadxvi dual 

Advisory 

HOME AND 

F/\miLy L-IFE 
Mini' ' 
Individual 
Advisory 

TECHNICAL 
Mini 

rndividual 
Advisory 

TIUDE AND 

I NDUSTRY ■ 
Mini 

Individ ua I 
Adv isor V 



One 

to 

One 



1 
1 
1 



1 

2 
1 



1 
1 
1 



1 

1 



r 

1' 
1 



Memos 
Notes 



5 
3 
3 



2 
1 
1 



2 
A 
3 



6 

.2- 
? 



6 

3 
3 



4 
2 
3 



Tele-. 
phone 



6 
A 
3 



3 

3 
3 



-4 
2 
2 



2 

3^ 

3 



5 
4 

2 

5 

5 
2 



7 
4 

2 



Group 
.2-5 " 
Peo ple 



4 
2 

2 



6 
4 
5 



5 
3 
4 



6 

-.3l_ 
4 



4 

2 

4 

2 
4 
4 



3 
3 



Bulle- 
tins 
Charts 
Graphs 
' Forms 
Work 



2 
6 
6 



5 
4 

6 



'2 
5 
5 



5 
6 



3 
6 

6 

3 
2 
5 



2 
6 
4 



Intercom 
Demon- 
stration Letters 



orders Radio 



Reports 



3 
7 

5 



7 
7 

7 



4 
7 
6 



4 

-.6 

5 



7 

7 , 



7 
5 
6 



4 
4 

4 



6 
6 
6 



3 

_2. 



6 
7 

7 



5 
5 

6 
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RECOMMENDATIONS 



It was determined that Objective 3, "To determine a basic vocabu- 
. lary of from 50 to 100 descriptive and discriminative wards/phrases 
that allow effective, application of the technical vocabulary in each 
of the occupational clusters," was beyond the capacity of accomplish- 
ment of this project. Today's technology has made manual determina- 
tion of;"common vocabulary used in occupations obsolete. Computers, 
with their scanning capability of ' printed textual material, have pro- 
vided faster, more accurate means of identifying "descriptive/dis- 
criminative words/phrases" suggested in this objective . Further, 
the cost of developing the kind of basic vocabulary identified In 
Objective (3) would be beyond the resources of this project. To do 
th<2 research correctly, ther^e would need to be individual recordings 
of conversations that take place on each job of each, of- the thirty (30) 
occupations studied. This would require a minimum of: 

1. Thirty (30) minutes of taped conversation between the 
designated employee and other employees in the specific 

'business. 

2. The same amount of' taped time would be required , between and 
among: 

a. employees and customers, 

b. employees and supervisors, 

c. supervisors and supervisors, 
supervisors and customers, 

e. all the multiples these imply. 

This research would only collect the information. Additional time 
and money would be needed to transcribe these conversations and to 
make a detailed report. 



THis statement do'es" noT,"* in "any "way , "imply that thT'objjectivr is 
unimportant. To the contrary, it is because of its importance that 
the specific objective is considered too expensive to attempt In this 
project: It is .urged that the objective be pursued in another proj- 
ect with additional and adequate resources. 

The project results leave little doubt that greater- emphasis needs 
to be placed on the teaching of oral communications related to spec- 
ific occupations. It is recommended that the . teaching of oral 
communications on a one-to-one basis, and* informal written communica- 
tions, be made an integral part of every vocational training program. 
Since no task analyses were done for the specific jobs investigated in 
this project, the amount of time spent in communication activities has 
not been determintJ^d ; neither has the importance of communications, 
per se, to individual job performance. It must be the responsibility 
of the instructor, the commanications specialist and/or the curriculum 
specialist to determine the amount and the depth of communications 
training needed for any particular vocational education program. The 
form of communication training and the degree to which that training 
is related to bhe specific job must be determined by those responsible 
for the training. ' . 
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There is, however, clear evidence that extreme .emphasis should be 
placed on facc-to-face oral communications and' informal written com- 
munications. Training for this should concentrate on the involvement 
of both parties in an occupational communication situation. It is of 
great importance that communications be b etween people. 

The vocational instructor has the obligation to make sure that 
his/her students have the necessary skills in the ways people communi- 
cate: talking and listening— reading and writing. Equally Important, 
each has the responsibility to assure that the students, regardless 
of level, are capable of using the skills incumbent" in asking and 
answering questions, giving and receiving advice, complimenting and 
responding to compliments. The vocational student is not completely 
trained until he/she has the communications skills needed for success 
on the job . 
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OCCUPATIONAL COMMUNICATIONS SKILLS ANALYSIS 



Name 



Position With Firm 



No. Of Yrs. In Current Position 



No. Of Yrs. With This Firm 



Phone . ^ No. Of Yrs. With This Type Of Firm 

How Many Employees In Firm . Years Of Schooling 

How. Many Supervisors in Firm How Many Employees Do You Supervise 



, Communication is a two-way process. Communication on the job 
takes place when a person (the sender) gives thoughts or ideas to . 
another person (the receiver) and when a person (the receiver) re-- 
ceives the thoughts or ideas of another person (the lender) . 



.Basic communications skills involving reading, writing^ and 
speaking have beco?ne an integr'al part of technical training. Daily, 
- informal interactions that 0£cur (1*)' between employee and supervisor, 
(2) between customer and employee , .a/id (3) among employees illustrate 
these communicatiohs skills. Communicatiojis skills relevant to 
technical training include: 

a. Giving and receiving directions, instructions, 
and orders, 

b. Describing and defining materials, process and 
requirements, - 

c. Asking for information and services, and 

d. ' Explaining technical proces.ses in non-technical 

terAis . ' ' . , " 



The following Occupational Communications Skills Analysis is an 
attempt to identify a basic core of cofrununications skills that supplies 
support to the technical skills used by the employee and the supervisor 
on the job. • ■ ' 



Group 

Firm^ Name 
Address 
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DEFi:-?ITION OF TERMS 



The following definitions included .to h-jlp differentiate between words 
that have similar meanings. It may prove beneficial to read this list before 
you cpntinue with the questionnaire. 



Appreciation : TfiC av/areness of value or enjoinnent. 
Assurance: Sc-etbiv.:^- said or done to inspire confidence- 
Compliment : Crrme thing said in admiration, praise or flattery. 

Direction : . Instructions for doing, operating, using, preparing. 

Instruction : To communicate knowledge.. 

Order: A- command backed by authority. , - , 

Opinion : What seems true, valid or probable to one's own mind. 
Proposal: A plan or action put forth for acceptance or rejection. ^ - 
Recommendation ; To express approval, to suggest favorably. 
Suggestion: To bring to the mind for consideration, mention as something 
to think over. . ' 

Policy : A general plan. • 

Procedure: A specific method or way of doing something. 

Routine ; Doing something by habit. 

Bulletin : A brief, regular, official piiblication. 

% "9: A memorandum, an informal, written communication to help one 
remen(ber something or remind one to do something. 

Note: A written comment, an informal, brief, written explanation or 
instruction. 

Report : ^A formal, official, written presentation of facts or proceedings. 

Equipment ; Devices which generate power or have an effect oh 

materials; i.e., PBX switchboards, radio transmitters, 
weight scales, ammeters. 
Machines: Devices which are a combination of mechanical parts 

designed to apply force to do work on, or move materials, 
• - to^^process data; i.e. , drill presses, typewriters, 

" conveyers, hdists. 
Materials : Items being processed, products being made; i.e., lumber, 

wood products, field crops. 
Other Word Aids : Miscel?^ane6us items which cannot be considered as 

machines, tools, or equipment. 
Supplies : Items used to 3.::>sist a worker; i.e., paper, pencils, paper 

clips, typewriter ribbons, etc. 
Tools: Common hand tools manipulated by the worker. 

Demons tra t ion : A practical showing of how something works or is used. 

Effective: Producing a desired result. 
Group ; 2-5 people. 

Reprimand : To blame or scold in a formal" and sharp way. 

24 1 

ERIC . . 2 . . ' 



WAYS INFORMATION IS GIVEN 



As An EMPLOYEE ^ When I; ' 
01 ve Information To M y 

SUPERVISOR About: 



Items For Sale 



s 




Big Ticket Items 
• Equipment 
Machines 
Materials 
Snukll Items 
Supplies 

Other ^ 

Items For Rent 



Equipment 

MachinesS« 

Tools 

Other 

Services 

Adjustments 

Credit 

Delivery 

Repair 

Returns 

Other 



rto ma^For Company Us^ 
Kquipment 
Mach Ines 
^ Materials 
Suppl les 
Tools 

Work Orders 

Other >• 

Production 

■ s 

Crew 
Company 
Individual 
Industry 
Nat ional 

Other 

Schedules 

Employee Work Schedules 
Production Schedules 
Schedules Of Work To Be Done 
Supervisor Work Schedules 

Othi¥r Schedules 

People 

What Customers Do 

What Employees Do 

whrtt Other Suj>^rvtsor3 Do 

WhAt Suppliers Do 

Whiit Other Company Stores Do 

What Top Management Personnel. Do 
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WAYS INFORMATION IS GIVEN ' (Cont i ) 



As An EMPLOYEE When I ; 
Give Infornvatiort^To My 

SUPERVISOR About: 



Pol iciea 
Comp«any 
Employment 
■Home Manaqement 
Hospital 

Labo r - Ma n as en>e n t 

Management 

Office 

Shop 

Union 

Other ' 

Procedures 
Company 
Employment 
%Hocne Manaqement 
Hospital 

Labor -Management 
Management 
■Office 
Shop 
Union 
Wbrv 

Other 

Routines 
Company 
Employment 

iiont^ilanagcment 

Hospital 

Labo r -Ma n ag erne n t 

Management 

Office 

Union 

Work 

Other 

Other 

Acc iclents 
Business Trends 
Employee Meetings 
Sales Events 
Staff Mf»etings 
Symptoms Of An IllnesR 
Other 
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WAYS INFORMATION IS RECtlVED 



A;; An EMPLOYEE Whe n T ; 
KcTC'i v- . X^»^f_o rKii t ion From My 

S!j f'E Rv : rx) H ^bt}ut 



Item;; Fo r S.iL c 

Big Ticket It»»r»s 

Equipment 

M«ich ines 

Matrri.il3 

Small Ittrmsi 

Supplier. 

Other 



I tens For Kent: 



s 





Employee Work Schedules 
Production Schedules 
Schedules Of Work To Bo Done 
fS^jpervisor Wor.k Schedule 5? 

y — - 

Other Schedules 
, Peof>le 

What Customors Do 

What Employees Dcj 

What Other Supervisors Do 

What Suppliers Do 

Wh^t Other Coippany Stores Do 

whdt Top Management Personnel Do 
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WAYS INFORMATION IS RECtTIVED (COnt . ) 



A 3 An £MPLC;YEE Whert I : 
Receive Infomotion From My 

.SUPERVISOR About; 



Pol icies 
Company 
Employment 
Home Manaqement 
Hospital 

Labor-Management 

Manaqetnent 

Office 

Shop 

Union 

Other 



t 




Procedures 

Company j 
Employment 
Home Manaqement 
Hospital 

Labor-Management 

Manaqcmont 

Office 

Shop 

Union ^ 
work. » - 

^ Other ' 
R out ines 
Company 
Employment 
Home Management 
• Hospital 
Labor-Manaqem»?nt 
Manjgcmt»nt 
Office 
finion 
Work 

Other 

Other 

Acci-'icn*^^ 'i 

Bu5;inf -.>i Trrnrl.v, 

Emp 1 oy **** M»-'e 1 1 n s 

Sciles H:v/'nts 

S'.iff Meetings 

Symptoms Of An IMnesf; 

Other 
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Ar. A/1 KMPLOYKK When I; / 
•i. ive Informat io n To O ther 

EHP1X)YK K5 About; 
Items For Sale 



.9 J 



4 



^ A- 



o if 



^ -Sr \ s . 



Big Ticket Item.^ 

Equipment 

Machines 

Small Itfms 
Supplies 

Other • 

Items For Rent 




Equipment 
Mrichi nes 
Tools 
Other 
Services 

■ Adjustments 
Credit 
De 1 i ve ry 
Repa i r 
Returns 
Other 



It: en s For Conpar>y Us e 
Equipment «^ 
Machines 
Materials 
Suppl ies 
Tools 

Wprk Orders 

Other 

Prod uct io n ' 
Crew 
Company 
Individual 
Indus t ry 
N.Jt lonal 

Other 

Schcdujj''; 

F:mplr>yoe Work .Schedules 
Production .Schedules 
Schedules Of Work To Done 
i^up«?rv i;;or Work Schedules 
Other ?ch.'d.iU.'r. 

what C'istr»n<;r«? Do 

Wh.3» Fmployt^es [y* 

Wh>it Other Sup*^rvi sor-? > 

What Suppl I •-•r'^ Do 

WTvi*. r)th*rr Conp.iny Stor»T. Ix^ 

WTiaf: Top Manaq«^nent Personnel !>> 
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A.S An EMPLOYEE W>ien I; 
Give Infornmtion To Other 



EMPLOYEES About: 



Pol Icles 
Company 
Employment 
' Home HdRdtjement 
Ho .;pital 

LdL >r-Managemcnt 
Management 
Office 
Shop 
Ur.aon 
Other 
Pr ocedures 
Xompany 
Employment 
Home Management 
Hospital 

Labor-Management 

Management 
- Office 

Shop 

Union 
-Work 

Other 

Routings 
Company 
' Employment 
Home Management 
Hospital 

Labor -Management 

Management 

Office 

(Jn ton 

Work 

Other 



Accidents 
Business Trendn 
Employ'f* Meetings 
Sales Events 
Staff Meotings 
SymfJtoms Of An IMn.-»!;s 
Othf- r 
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WAYS INFORMATION IS. RECEIVED 



ir.tjms Tor Sale 

Big Ticket Items 
Kquipment 
Machines 
Materials . 
Small Items 
Siippl les 

Other 

It ems For P e n t 

Mcich: : 
Tools 

Other • 

Services 
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Ad juatments 
Credit 
Del ivery 
Pep.i i r 
■ Returns 
Other " 



Items F ' or C o mpany Use 
Equipm4?nt 
Mjchines 
Mil tc rials 
SuppliCG 
Tools 

Work Orders 

Other 

Produ ctio n 

Crew 

Company 

Individual 

Indu«;try 

National 

Other 
S ched u 1 »»5 

Kinployee Work Schedules 

Production Schedules ' 

Schedules Of Work To Be D«:)ne 

Supervisor Work Schedules 
Other Schedules 
Peop le 

Wh.it Customers Do 

Wh ri t Emp 1 oy e c s Do 

What Other Supervisors Do 

Wh.it Suppliers Do 

Wh.it Othrr Comp.my Storeiv Do 

What Top Man.iqement Personnel Do 



ERIC 



251 



(Continued) 



WAYS INFORMATION 15 RECEIVED (Cont.) 
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As_An E MPLOYE E Wh'.-n I : 
He; C6 1 VH In t'o r "'■at^i ofi ,From 

OTHER EMPLOYEES About j 



Pol icies 
Company 
Employment 
Home Mana'jemt.'nt 
Hospital 

Labor-M*ina'.- :T>ent 

Mdnaqf.ment 

Of f icf» 

Shop 

Union 

Oth<T 

Proc»,'dure9 
Company 
Employment 
Home Manaqc-nent 
. Hospital 
■ I^bor-Managem^nt 
Management 
Office 
f Shop 
Union 
Work 

Other 2 

Routines " 
Coiripany 
Employment 
Home Management 
Hospital 

I^bor- Manage men t 

Manaqervfnt 

Office 

Union 

Wor*< 

Other ' 

Other 

Acci<i#»nts 
Bu<;ine<J5 Trends 
Employee Mt'-'tinT^ 
5.»lef. F.verit!; 
fit.if f Mecr irjgs 
Sytrptorr^'; Of An Illru-s', 
or her 
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WAYS INFOKMATION I.S GIVEN 



2 tem .s F or S«i I r? 

Hifj Ticket Itfsns 

M.irh 1 nes 
Mjtor iiils 

On her 

£t»?m;. For Prnt 

Kq'.n j'm»'rU. , 
Mtich iiif.'S 

OthtT , 

Sorvi cc'J 

. Ad jLir.tm».'r\t 
Credit 

I i ry 
P«*p<jir 
Ho turns 

Other 

rtcn*; / " i__v.wn:^\ir'.*|^ Use 
Kqwipment 

Mat/.T 1.1 In 

Tor ) 1 

WorV. Orel"'!*; 

^^th.'r 

Pr(vrhjCt ion 

Co mp.iny 
iM'livi 
rndustry 
Nir 1.-.!. il 

Hmplny.v: Work i -hfiu 1 '^^j 

".cht* ]»j 1 •'<: f)f Wi'rk To fi" [>jn'' 
?'ip"' rv 1 '-..r Woik f,i-h.'tl(i 1 

W>i.jr C'lir.tnn.'r '•. fW- 
Wh«r frnt. 1 1 lyt'*''. ;v. 
Wh.if Otlt-r :>tjc»w/i nr.r«-. To 

v^s.t* Or'i.-r r.-'mt\KV/ .nr.cir'^'; {v> 
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WAYS INFORMATION IS CiVEN {Cont . ) 



As \n Ey.pu.m:t: when 
Gi vi! Infomation To 

CUSTOM KRS Ab ou t; 

Pol ici es 
Comp.iny 
Employment 
Homo Managoraont 
Hospital 

L»»bor-H<inagement 

Management 

Office 

Shop 

Union 

Other 

Procedu res 
Company 
Employrv.Tit . 
Horn*! Manjq»!mfnt 
Hospital 

r^ib«:>r-M.inaqemf?nt 

Manag«^m«.-nt 

Of f ic 

Shop 

L'n 1 on 

Work 

Othor 

Rout incq 
Company 
Employmt?nt 
Homo Management. 
Hospital 

Lab<">r -Mantiqemf'n''. 

Managemfrnt 

Office 

'Jnion 

Work 

Oih.'T 

Ot her 

Accidents 
DusmoH's Trends 
Kmp 1 oy f>»,' M».» *? 1 1 nq r> 

•'• St.iff M.'*'tings 

'iymptomu Of Ar; ^llnf^s?; 
or hrr 
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• WAYS INK5rMATI0N is t^ECEIVED 




iUfj TickoL Items 



P:qu i ptw n t 

Mo ch inns , 

MUttorials 

Snvill rtoma 

Supplies ■ 

Othc'ir ,, • I I, II' 

Itf^ms For Rent ' 

Kq'jipmerit . „ 

Machines . 

Too I s 

Othtjr ' ' i I I I I 

Services ^ 

Adjiiatmencs 

Credit ' ] 

Doliv<;ry ' 

Repa I r 

Returns 

Other 

Itepw For Company Use 
Equipment 
Machines 
Materials 
Suppl ies 
Tools 

Work Orders 

Other 

Product i on 
Cr*?w 
Company 
Individual 
Indu:?try 
National 

Other '^^ > 

''• rhedulea 

Employee Work Schedules 

Production Schedules 

Sched'ilos Of Work To Be Done 

Soprrv . jor Work^ Schedu len 

Other Schedules 

P eopl p 

What Customero Do 

What Employees Do 

Wh.^t Other Supervisors Do 

What Suppliers Do 

Wh.Tt Other Company Stores Do ' i ■ ' 

Wluit Top Management Personnel Do j 
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WAYS INKOKMATION 1*5 RKCEIVKD (Cont,) 



APPENDIX A 
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A-..- Am r:V!i't..'-YKK W^,.•ri I : 

•.•o:;T';mf.p:; ;a>M-jt : 

Lfibiir-M.ini'f'-ttv'nt. 

M»inaqi.*tn»*nL 

Of f icf 

Un ion 
Othnr 



P roc e JuTP s 
Company 
Employn^«*nr. 
Hotm; M<jn,iq».*mont 
Hjj'-.pitjl 

Ir.ilx>r-M.»n.aqt!tnont 

M.in.iqfmont 

Of f ico 

Shop 

L'n ion 

Work 

ot he r _ ^ 

Rout I no s 
Company 
EmplOYTTH.*nt. 
H6nv^ M.in.iq^fment 
Ho'jpi t J I 

L.ibor -M.inAqomenr. 

Mtin.iqomont 

eft ir»t 

Un*ion 

Wfjrk 

Other 

Act xrJonts 
Bti.ninos'.; Trends 
Kmployt^t? MfM^tmns 
Salos Evonfi 
Stf»ff Mont I nq 5 
Sy!"i;>tonri of An Illrn*'^'; 
or ho r 
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AS AN EMPLOYEE WHEN I : 

Talk One To One To; 

My Supervisor 

Another Employee 

A Customer 

T.«LH. To A Group Of; 
(2-5 People) 



My Supervisors 
Other Employees 
Customers 
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'fH.^^'L INFQRMATrON IS W:CEIVED 



AS- A.N EMPLOY KK WHKN (: 



R»Md Mafrndli? From; 
My flupor visor 
Otiu. r Emi>loyoe:; 
{;us:tomi.'rs 

My :iuf<»:rvi:{ot 
Ot he r Kmp 1 oyoe ri 

My I)U[Jorvir,or 
Oth«.'r Employ CM'!; 
Cur.tomors 

^/I'ill J^iJj? tins f-' rom: 
My .SuporvLsor 
Othor Kmployffcs 
Cuiitfjinf-T 5 

Pt'cuJ Me m os From! 
My Suporvi .'ior 
other Employi'oM 
Cu:i tone TM 

My i^uporvisor 
Ot he r Emp I oyt,'f.' :i 

f'* * tid Wor k o r do r E r om : 
.My Supervibor - 



p APPENDIX A 
,1 ^PAGE 18 OF 22 






A, i A A 
O -f -r ■•K 
O i i 



A« A« P e 
it' f7 ,^7 iT O ^ - ^ 

6=^ 4^ * ? ^ ^ 

•t7 C^ c --f 

.4/ ,ir j& p C( C (li A, 



-? -f ^ ^ ^ 



■4* 

t/J 03" 6* 

F -f ^ 

^ ^ y O 




Othtir Employees 

R(.'/id ( 9 1 o 1. 1 J d Fo r mr. From: 
My Supervisor 
Oth»»r Employi>eH 
Cur, r om«^ r <; 

fV-iI^..^l*ilL^.'_-?.''' ■ ch>>s, 'r^il>hi^_ From; 
My Sup»>rvisor 
other E mp 1 o y c . ; 
Cus t^im#>rr. * , 

My S'.ipprvt nor 
'Jthor Employ*.' OS 
<'ti«i.fom»' rs 

My Sup'^rvlis^ijy 
v)th«.*r Emplny.'os 

Cur; to "n T.-; ■ • - 



n 



(Continued) 
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!!(ji^^jL^'Q.Rj^T_ION IS RECEIVED (Cont.) 



f.;J.' l^* -IL _T.9_ A 1 o / 1 ti n ♦> rccjm Fron-j^ 
My >iiif'»TVi sor 
Other Kmp 1 o •/•; <» s 

Mst.cn To- 

My Supcrviiior 

Ano t he r Kmp I o y o o 

A Cufitomor 
List • • n To _A_j ; r o u^j : 

My Suporvisors 
Ot.h*;r KroployceJi 
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I-JFFK'.'TIVLNKSh; OK COMMUNICATIONS 



APPENDIX A ' 
PAGE 20 OF 22 



i.; r K: T; . WHKN : : 



Ad V I T'>: 
Vy if r y I •,' .1 
. ■ -t J'..-' •"m; I 
' 'J .• .::i<T : 
A..>. •. .r K.;, . : 

■ ' J ,t - .m.-rs 
'.;v»' A<i:;ui ui-.r T- 1 : 
My Sup.Mvj ,f>r 

'-'■r.f ■)rT-...'r-. 
■ Af']'r'^<. i.r. i >ti T-> 

My •.;i4|-iTv I ..»r 

•;':i«T Kriploy,...;; 

; ''is? .im' ■ r -J 
i.l V /^ V, >n[.} in.'T.r To: 

Vy .:{.-■ rvi:.-.r 

- M>'r 

.• I i:n.-r ; 
• < ' f : ' ■ '.- ♦ 

.My ■■■i'.'" rv I if 

' ^.^:>i'^My— ; 

' "'i ::j«< r-; 
.1 v.- I r 1 o* J on.; To : 
M-.- .J'-' r VI r.or 

."ir.* <jni< -r : 
..I w :.i r<" ■• I ' .ti.; Tfj : 
My rv I s'.r 

<<t^..j Kr>f.I,.y 

' in. ■ r ; 

My "-jf-.-rvi .>.r 

• •» .* . 71» I 
. I y. . --v.- ''t ' 1 :u ; "■* ■ : 
.| iTVi , «r 

.IV. t;.-,t ru- • inr. . f: 
My :-..jp.T VI ..>f 



1 r 



1 

1 








..... 










i: 

i 

L 

\: 

i- 

I, J 



T 



'Vi AN KMI'1.0Yt;K I AM 



<;:v;' nr;.li.TS To: 
My :Mip..'rvi:ior 
}ii«r Ejni.'loyo^vj 

f;i v«i_P_rt)2.><^ii<t To: 
My SLijM?rvisor 
Oth':.'r Km[. loyet'.-.; 
Custorri»?r;i 

My Siij^Jtrrvisor 
othur i-:mployt,*L'S 
Ciii'.tomt.' rs 

My Sup«^'rvisor 
(.1 f.h I.' r Kmp 1 oy e o a 
C'lis tumors 

So 1 1 /Pe rsu/ idn : 
My Supervisor 
•Ji hor Kmployops 
CLi:;roir.';rs 

iive ^LKjtj cstions To: 
My Kuj^'orvisor 
Othor Fnployeos 
Customo r'j 
Hoj)rjrnand ; 

My Supervisor 
Othor Kmployoos 
Cast omo r.'i 



O O O 

J' t; i ^ 
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EFFECTIVENESS OF COMMUNICATIONS (Cont.) 



KpK:GT'rvF WHKN 'f:' 



Wr I r e Hf^o r » :i Tu ; 

My Suf..*?! visor 

Otht'.r Emp I oy e t» h 

CustoiTV? rr. 

Writ t.' L«,^tt* r*rs r » : 

My Sui»»..TV L;;or 

Oth«r Enif>loy<;02» 

Catitomors 

Writ e b ulleti ns To : 

ily Suf/t>rvLaor 

C. t he r Employees 

CiiStQiTv-rr. 

Wr ite M emo s To -. 

My Supervisor 

Other Employ«?*ji; 

Customers 

^ '' tte N'/tes T o: 

My Superv.dor 

Othor Employees 

Cudtomecs 

Fill Ou t W ork Order ^ 

My Supervisor . 

Other Employees 

Customs rs 

Fill Out F orms For; 

My Supervisor 

Other Employees 

Customers 

M ake Chart?; , Graphs. 
Sketches For: 



My Supervisor 
Other Employees 
Customers 

^ ' ^ v>* . .p** 'T »on \% t rat i ons_ To s 
My Supervisor 
Other Emp loyee s 
Customt'rs 

T«' lephone To ; 
My i>upervi55«ir 
Other Empl.>y»>»*s 
C'lstomers 

P^yJi o ^ r n t e rix^m _To ; 
My Supervisor 
O^h^'r Employrt-s 
Cu-;tomer*; 



A S Mi EMPLOYEE J_ 
EFFECTIVE WHEN I: 



Talk One To One To; 

My Supervisor 

An Other Employee 

A Customer 

Talk To Groups Of; 
M2-5 People) 

Supervisors 

Employees 

Custome rs 



o o o 



O 4J Jj, «, 
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PAGE 22 OF 22 

You have now completed our Occupational Communications Skills Analysis, 
Please summarize your beliefs about communications on your job answering 
the following questions, 

Which three ways of communication do you use most frequently? 



Which three ways of communicating are most effective for you? 



Which three ways of communicating need to be better taught to employees prior 
to their employment? 



Which three ways of communicating need to be better -taught to ^supervisors 
prior to their employment as supervisors? ""x 



We would appreciate your comments about our Occupational Communications 
Skills Analysis 
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SUPERVISORS QUESTIONNAIRE 
Occupational Conununications Skills Analysis 




VOCATIONAL CURRICULUM MANAGEMENT CENTER 
COORDINATING COUNCIL FOR OCCUPATIONAL EDUCATION 



Max Benitz, Chairman 

Arthur A. Binnie, State Director and 
Executive Officer 

James L. Blue, Program Director 
Archie G. Breslin, Program Supervisor 
Robert L. Leingang, Program Supervisor 
Project #V0073VZ 
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OCCUPATIONAL COMMUNICATIONS SKILLS ANALYSIS 



Group 



Firm Name 
Address 



Phone 



How Many Employees In Firm 



How Many Supervisors in Firm 



Name 



Position With Firm 



No. Of Yrs. In Current Position 
No. Of Yrs. With This Firm^ 



No . Of Yrs . With This Type Of Firm 
Years Of Schooling 



How Many Employees Do You Supervise 



Communication is a two-way process. Communication on the job 
takes place when a person (the sender) gives thoughts or ideas to 
another person (the receiver) and when a person (the receiver) re- 
ceives the thoughts or ideas of another person (the sender) . 



Basic communications skills involving reading, writing, and 
speaking have become an integral part of technical training. Daily, 
informal interactions that occur (1) between employee and supervisor, 
(2) between customer and employee, and (3) among employees illustrate 
these communications skills. Communications skills relevant to 
technical training include: 

a. Giving and receiving directions, instructions, 
and orders, 

b. Describing and defining materials, process and 
recjuirements , 

c. Asking for information and services, and 

d. Explaining technical processes in non-technical 
terms . 



The following Occupational Communications Skills Analysis is an 
attempt to identify a basic core of communications skills that supplies 
support lo the technical skills used by the employee and the supervisor 
o:. the job . 
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APPENDIX B " DE FINITION OF TERMS 

PAGE 3 OF 25 

The following d--finitions are included to help differentiate bet-»een words 
that have similar meanings. It rriay prove beneficial to read this list before - 
you continue with the questionn u.re . 



Appreciation : The awareness of value or enjovt«ent. 
Assurance: Soniething said or done to inspire confidence- 
C ompliment : Something said in admiration., praise or flattery. 

Direction : Instructions for doing,, operating, usin9, prepariag. 
Instruction : To communicate knowledge. 
Order: A coi/.viiand backed by authority. 

Opinion : What seemis t:rue, valid or probable to one's own mind. 
Proposal ; A plan or action put forth for acceptance or rejection. 
Recommendation ; To express approval, to suggest favorably. 
Suggestion : To bring to the mind for consideration, mention ^s something 
to think over. 

Policy : A general plan. 

Procedure: A specific method or way of doing something. 
Ro^tine" ^ Doing something by habit. 

Bulletin : A brief, regular, official publication. 

Memo: A memorandum, an informal, written communication to help one 
remember something or remind one to do something. 

Note: A written comment, an informal, brief, written explanation or 
instruction. 

Repogt : A formal, official, written presentation of facts or , proceedings • 

Equipment : Devices which generate power or have an effect on 

materials; i.e., PBX switchboards, radio transmitters, 
weight scales, ammeters. 
Machines : Devices which are a combination of mechanical parts 

designed to apply force to do work, on, or move materials, 
or to process data; i.e., drill presses, typewriters, 
conveyers, hojsts. 
Materials : Items being pi'ocessed, products being made; i.e., lumber, 

wood products, field crops. 
Ot her Wor k Aids : Miscellaneous items which cannot be considered as 

machines, tools, or equipment. 
Supplies : Items used to assist a worker; i.e., paper, pencils, paper 

clips, typewriter ribbons, etc. 
Tools : Common hand tools manipulated by the worker. 

Demonstration : A practical showing of how something. works or is used. 

Effective : Producing a desired result. 
Group : 2-5 people. 

Reprimand : To blame or scold in a formal and sharp way. 
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Aii A SU P KRVISOR Wh en I : 
Give I nformation .T o 

TO [ - MMJ AC:EMEHT AIjo u t ; • 

Items F'or Sale 

Big Ticket Items 
Equipment 
Mtichines 
Materials 
Smai I . Items 
. Supplies 

Other 

ttemg For Rent 
Equi pmcfnt 
Mach ines 
Tools 
Other 
Services 

Adjustments 
Credit 
De 1 i ve ry 
Repa i r 
•Returns 

Other 

Items Tor Company Use 
Equ ipment 
Mitch ines 
Materials 
Supplies 
Tools 

Work Orders 

Other 

Product ion 
Crow 

Company ^ 

Individual 

Industry 

Nat lon.i 1 

Other 

Sch^du len 

Employee Work J>rhfe*(^ules 
Production Schfdui^os 
Schedules Of Work To Be Done 
Suporvisor Work Schedules 
Other Schodul»»r. 

Peoj^ I o 

Wh<»t. Ctistom/»r?j r>c) 

Whiir F.mployfori Do 

Vftuit, Other 3iip»»r visors Do 

What Supplifr<< Xv) 

Whjt nth.^r Comp.iny Storon Do 

What Tup Mrinaqemf^nt Persrinnel Do 



WAY J INFORMATION IS GIVEN 
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WAYS INFORMATION IS GUTN (Cont.) 



APPENDIX B 
PAGE 5 OF 26 



A3 A SaPEKVI5;0H When It 
Gi ve Informatiofi To 

TOP MANAGEMENT About 



PoUclea 
Company 
Bmployment 
Home Management 
Hospital 

Labo r - Ma n a q e me n t 

Management' 

Office 

Shop 

Union 

Other [ 

Procedures 




Company 
Employment 
Home Management 
Hospital 

Labor-Management 

Management 

Of f icf* 

Shop 

Un 1 or, 

Work 

Other 

Rout mes 
Company 
£inpioym<'nt 
Home Management 
Hospital 

Labor-Man igemenf 

Management 

Office 

Un ion 

Work 

Other 

Other 

Accidents 
Business Trends 
Employee M«etinqs 
Srtles Evenr'; 
Staff Meetings 
Symptoma Of An 'line";? 
Orh*»r 
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WAYS INFORMATION IS RECEIVED 



As A . 1 : ' J • K H V I S'j K Wf I f n I • 

Iremfi Fo r Sale 

lU j Tic'K'it Items 
Eqvupment 

Supplies 
f-hfr 

Too 1 « 

Oth«_T 

Adjustment*; 
Credit 
Do 1 1 ry 
Pvp^ I r 
•Her.urnn 

' 'Other • 

I t erns ro r Cntnii.m y U «; e 
h'q-.n pnon t 
Mcich 1 rv'?s 

Silpitl I OS 
T<jf i 1 ^; 

Work Ot'.U^rr, 

Oth»^r 

Projjuction 

Compin/ 

IrtrJivi'Sua 1 

I nduar ry 

.N.it lon-il 

o-Jj^^r 

^.mplviyvp Wor*. S'.h.viules 
r'riKlut-f. ion Sch«vlijl>'f5 
.•(■hotlul»>s Of Vfurk To i>)n»' 
.Sup. fvisnr Work Schcfl^l^V5 
■ th'^r Schndulos 
Pr <.ip_l r 

Wh.1t. 'Tiors Do 

W!i.-ir. K?Tiploy*"T. r>A 

W>iat oth^^r :'.upor'/i';or'* 

Wh.^t S'lppl it-r'; Do 

Wh.it o»:h»*r Tonpany Stor^fi Do 

Wh.i» T'->p M.<r;.i.7..»mon^. P»?r'ionn».'l Do 
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WAYS INFORMATION IS RECEIVED (Cont.) 



i^/.f,. ;vf Inforin,!- icjn frfim 



Pol icies 
Company 
Eirploywen t 
Homo Mana9»*mt,'iit 
Hr)r.pit.»l c 
Labor -Mjnagenwnt 

Of f ic*> 
Shop 
Un n:^n 

Othf?r 

''ompj ny 

Mom*? M.in.ifjvTient 
Ho';pitaI 

r^i tx> r - M.I n .jq enu? n r. 

.M.jn<i<3fm«:nt 

Office 

Shop 
Mn ion 

Oth»T ________ 

Pout I iT^n 

tnpany 
Employrtvnt 
Homo M«in<ic}pm*fnt 



A. 



Hospital 

L.ii>"Jr-Mar;'iq<>mont. 
Manai}<!»m«Tjt, 

OfflC*' 

t.'n ion 
Work 

orhrr* 

At c I dpnts 

r<'i': I n»\';s Tr vlu 

F;nj 1 1 oy ce Mo *» i r. q ■: 

St.if f Ml' r inqi 
Symptot^ At. Illn*'*;'; 

Orht? r 
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WAYS" INFORMATION' IS GI'/EN 
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l'> Yi*.. .f 'Z!-^ rnid t- i on To Orh e r 
JUPKHVISORS About: 
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As A SUPE PVI:^OR Wh en I: 
O ivfe In formation To Other 

Sf.JPEHVISORS About; 



Policies 
Company 
Employment 
Home Manaqement 
Hospital 

Labor-Manaqement 

Hiinaqement 

Office 

Shop 

Un ion 

Other 

■ >Procedures 
Company 
Employment 
Home Kanaqemont 
Hospital 

Labor-Ma naqem*nt 

Manaqement 

Office 

Shop 

Union 

work 

Other ^ 

Routines 
Company 
Employment 
Home Manaqem»»nr 
Hospital 

Labor- Mil naqement 

M.mciqemt-'nt 

Office 

Union 

Work 

Other 

Other 

Acc idpr 1 3 
Business Tt'^nid*; 
Employee Meetinu^ 
Sales Kvents 
St:a f f Mnet i nqs 
Symptom:; Of An Illn«'S'5 

OthMr 
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Ai.'«)Ut: : 







Inq Tici;*'t It opr. 




F.q'Jlpnk-nt 




Machinos ■ 




M.iroriJlj; 












<Jth.>r ; 








Kiju I ptnijnf: 




Mach inei; 








Orh»>r 












Cr.Mlit 




1 1 V*' ry . 




Koi : r 




He turns 




Other 




For Conwtin)^ tjr: 




rvtiuipnenr. 




M,ich inoc 




M.itvr ial.s 








Toolr. 




W.>r'< Ord(!rs 




0?. h'-r 




Product 1 on , 




Cri^w 




Cnmp.^ny 




Individual 




Triflus t ry 




N.it ion \l 




■:T.hor 








Kmj 1 ! >'/».'o W< 1 r'k S ch» 




Produr" i.>n Sctu'dul 




rw.-hfdiil'-s O:" Wori: 




Sup.-i visor W<^r:< sc 












r C u n r.^i.,- r- :><.» 




W>\,it f.mp 1 ny J L>) 




_ v-Tuu Ot h.' r* :^j{>oV vi 




W:5.lt .'^Mppl l,M Do 
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Wh.it Top H ir i.-m.Nnt Pit'- 



15 Do 
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WAYS INroR MATION IS RECErVED (Cont. ) 



APPENDIX B 
PAGE 11 OF 25 



jjfrJ: *' \y*L j." ^ PfP.'^ t i on P r om 

4 

Policie s 
Company 
Employment 
Home Management 
Hospital 
: Labor-Manaq»!ment 
Manaqemont 
Office 
Shop 

tJnion r 
Procedures 




I r 



Company 

Employment 

1! '^i Manaqement 

Hpspi tal 

Vihor-Management 

.inrtcjemcnt 
jt"f ice 
Shop 
Union 
Work 

Other 

Rout tnea 
Company 
Employment 
.Home Management 
Hospital 

Labor -Management 

Managem(;nt 

Office 

Union 

Work 

Other 

Oth*-^^r 

Acc ; Jent s 
Bu.Tinesy Tr^ind^ 
Bmploy».»e Met^t i ngs 
Sal«»s Kver^a 
Staff Moetinqs 
Symptoms Of An Illness; 
Other 



























. V. 
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Items For Sale 




Big Ticket Items 
Equipment 
Machint's 
Mcite rials 
Sm<»,ll Itt'ms 
Supp I ios 

Other 

I^o ms For Rt-'iit 
EL|uipm«;nt 
Machines 
T00J3 

Oth*^r 

Services 

Adjustments 
Credit 
0«l Ivery 
Repair . 
Returns 
Other 



Items For Compa ry Use 
Equipment. 
Machines 
Materials, 
Supplies 
Tools 

Work Orders 

Othfjr 

Production 
Crew 
Company 
Individual 
Industry 
National! 

Othi»r 

S chedule 3 

Employee Work Schedules 
Production Schedules 
Schedule"-, Of Work To Be Done 
S'lprrvifjor Work Srhedulos 

or her Schedules 

People 

What Ciiscrjner«» Oo 

What rnploVP'»3 Do 

Wh»^t Orher Supervisorr. Do 

wTiat Swppliprs Do 

WTiat OChor Cnmpany Store;< Oo 

■'•*^,it Toj> M,in.iijf»ti>ent Personnel Do 
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IS GIVEN (Cont.? 
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A» A SUt^EHVISOR When I: 
Give In format ion >T o 

£MPU)YEES Abou t: 

PoXfciea 
Company 
Employment 
Home HAn&qement 
Hospital 

Labor -Kin agcment 

Manageirent 

Office 

Shop 

Union 

Other . 

Procedures 
Cooq;>any 
Employment 
Home Management 
Hospital 

Labo r -Ma n ag eme n t 
i^nagement 
•Office 
Shop 
Union 
Work 

Other 

Routines 
Comptiny 
Employment 
Home H<;nagement 
Hospital 

Labcr-Managerenn 

Management 

Office 

Unicn 

Work 

Other 

Other 

Accidents 
Business Trends 
Employee Meetings 
Sales Events 
Staff Meetings 
Symptoms Of An Illn«?s 
Other 



r 
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WAYS INFORMATION IS RECEIVED 
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Alt A S'JPK HVh--. ^ ^".f'n I; 



Itt«m.s F or Sa 1 

Big Ticket Itemci 
fiqinpncnt 

Mdtorirtl'j 
Small Itfmi; 



'C7 -a 



# .tv ^ ^ ^ ^ „ ,/ 



/ 



Items For Rent 



M'jchi no"". 

Too I 

■' Other 

Services 



Adjustments 

Credit 

De livery 

Repai r 

r<c turns 

Oth 















































































































-i-- 
- -1 — 




























! 






















t 





Item s For Com pany U 5 
Equipment 
Ma chinos 
Mjtt't i<\ Is 

^•':rpl ies 
Tools 

Wary, Ordi?r5 

Ot>j»»r 

Pr oducti on 
C row 
Comp.my 
Inihviiujl 
Fnduntry 
Nt»t iODfi ! 

Or^ier 

ijchod ule _?^ 

Kn^pi >y«*e Work Schedul*^n 
PruductLon Schedul*?5i 
Schedulo'i jf Work To Bf I>.)Mf' 
SMi'i-r-y t .-;or Work i^'.;..Mj"j irs 

Peop ly 

Whir Cti^t, oTHvrs Do 

Wh.it Kmployi'eii Df.» 

W>i yt. Or h ».• r '1 J po r V i si'j r s Do 

w^i . f;up[>iir r rv. 

W>i,-it HfJif^r ' >np.u;v StrTer- l^) 
WTj'it Top M m.iqom'?n;. P»'r?;onnol t.>n 



I i 



=t 
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f-V ce iv*:; I r. f onna^ inn Frop 



P o 1 1 c iefl 
Cumpany 
Employment 
Homy; Manaqenxent 
Hosp Ltai 

Labor -ManaqeOK?nt 
ManaqefTient 
<)f f ice 
• Shop 
Dn ion 

Othf>r 

Procciurps 



Company 
Employment 
Home ,M.\njq«nWf nt 
Hospital 

L«ibor~Man<iq»?ment 

M.indg<;m#?nt 

Office 

Union 
Work 

Other 

Uo\ir : nes 
■ -np^ny 
Emoloym/'Pt 
H>'>tT»<» Mdnag«py.«r.t 
Hoypit.; I 

La^X) r - Manaqff m»«n t 
Man.iqem*»nt 

Of f ICM 

tJn i;jn 
Work 

Ornfr _ 

Othf^_r 

e7>plr»y»><» M»'pt. inqs 

S • f f M»»'» * inqs 
Symf^tc" . Ot An Illr,^s<^. 
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■ J •■' ... I ;i f or :n,i 1 1 < j u T 

I' -^^A'-. ,\L..HX : 

M.v.:hi:u.-,> 
M.ttori.ilr. 
.".nvrilT It•*al!^ 

OttltT _ 

i' tjMn^ _For "n t 

Machin»-s 
Too 1 y, 

0?Lhi»r 

5t -»r _vj o?3 

Ad juiitments - 

Do 1 1 ve ry 
Hf.'fia i r 

Vthr:r 

M«1Ch l ".rlci 

".V-r • 1 s 

Work Ord#*rr. 

Oth*?r 

Pi o-.hjct 1 on 
Crow 
Comp ^my 

rf;(iustry 

...'ft 

^ r <,-c! , J < • ': ■ on S c ht" J u 1 

' rhorlij 1 ■'M Of Work To Bo Doim 

r^upf^i- i^o^ Wck Srhedu i -vn 

Wh\t. Cr'-' .M. T. uo 

Wfid*. t'rrp 1 (. /"IS ; iX) 

Wh u. C*h^*r SupLTvi rors la^ 

i/h <=» r: ."^ u vp I i e rs lx> 

v)\At Other Contpa ny : r > n? r. Drj 

Wbtit Top M;inaxj»»nent f'^»rsonn"l r>) 






- 










i 

































































































































































































1 


^ i 
^ , 




























1 


— ^ 
























1 

. 1 
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. '_J__i_J 
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WAYS INFORMATION IS GIVEN (Conr . ) 



• •j v*." Ihformat ii »ri V- > 

Pol IClt 
Compan/ 
Ejflploymont 
Home M^ndqet.Mi.iC 
Hospital 

L, db o r - Mrf n a q c nv • n t 

Of f ice 

Shop 

Union 

Other 

Procf^duros 
Company 
Elmployment 
Home Hanagfm#;nt 
Hoofii tdl 

Labo r - Hd n a g erne n t 

Management 

Office 

Shop 

Union 

Work 

Other 

Ro ut i nes 
Company 
Employment 
Home Managcnv»nt 
Hospital 

Labo r - Ma n aqcnve- n t 

Manaqemont 

Office 

Union 

Work 

Other 

Other 

Accidents 
Busin»»S9 Trends 
Employee Mectinqo 
, Sales Events 
Staff Meetinqii 
Symptoms Of An T linens 
Other 



5 



s s 



1 







































































1 






































































































































































































-J 






























1 



p 



1 — r 
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WAYS INFORMATION IS RECE[VED 



Pecei vu I nfo rmation Fj£m 

It oms For S al c? 

Big Ticket Itoms 
EquiptTW?nt 

Mjteruil.-; 
Snuill Items 
Supplies 

Other ____ 

Itr-m5 For Rent 
Equipment. 
Machines 
Tool K 

Othor 

Servi res 

Ai] jUs tmenrs 
Credit 
De 1 i vtf ry 
Reprf i r 
*?♦-■ turns 

Othor 

J j-.^ "J"' ^ C om p an y Use 
Kquipmvnt 
Machines 
Mcitfrials 
Suppl ies 
Tools 

Work Orders 
Olh'-r 



'l ' 1 .ludi 

loiw: I 
Cthr-r 

Er".plc>'/eo Work Schedules 

<•»(!'.' ^» , J.. ;-i-dal c? 
.- h.- . CM Of w. rk Tf. Bo Don.? 
Supl<r^•. :-. -( WorK Sr.h«:?dules 
Other Sr: 1 1.^.1 -J 

Wh.it Customers pr) 

'^ar Kmpi /♦•>es Dr> 

WtKj^ O^her Supervisors Do 

What Stipf :iers Do 

WViat Cher Company Sr. > res Do 

What Top M.maqement fr'rsonnoj Do 
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WAYS INFOPWATION IS RECEI\n'.J iCxut,) 
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I v».? Information t'rom 



'XSTC^MEfCS About: 



P o 1 1 c lea 
Comprtny 
E^lploytJv^n^. 
Hon>e K*:ri.i<9ement 
Hospit J I 

Labo r - M*J nageme n t 

Manaqement 

Office 

Shop 

Un ion 

Other 



Procedures 



Company 
Ewp 1 oyme n t 
Home Management 
Hospital 

Labor-Manaqement 

Mantjqemont 

Office 

Shop 

Un ion 

Woik 



Compiiny 
Employinent 
Home Mana^eDT-; ' 
liospita I 

I^jbo r - Ma na<9en>c n . 

Manaqenvjnt 

Office 

Un ion 

Wo rk 

Other 

Ac c I den' . 
nu-iine-v. Tren'ly 
KmpU>y»'»? M^'f>t-iriqn 
S.ili?'* Kvrnt. <; 
Sf.iff Mfvr. i.nqs 
;".ymprf>ms Of A: I 1 




p r 











1 












■ ■ I 

! 















-1 — 
. — i... 
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W »AT INFORMATION IS GIVEN 



Wri te Re port s To; 
Top Manaqemont 
Oth»»r Supervisors 

f-;mp loyeoa 
Customers^ 
Writ^ ! Letters To ; 
Top M.inciqenent 
Other SupcrvLSorii 
. Employees 
Customers 
Write Bulle ti ns T o; 
Top Management 
Other Supervisors 
Employees 
Customers 
Write Mcnvjs To; 
Top M.if. Kjetnont 
-Jther ilupervi<;o rs^ 
Employee; 
CiJTtome rs 
Vf 1 tc N otef^ To : 
Top Manaq'.\Tu;nt ■ 
Of her ilupervisors 
Employees 
Cu5«f'^«"««r«5 
Pill Out Work Ordei :i For: 



APPENDIX B 
PAGE 20 OF 



T T O ^ 
i ^ J' i 

• ^ 



(J 



6> 

c c 
«9 o c o 
C > O vr 
O "-y o 

■* ir c 0 

S 7^ P 



fif s ^ ^ ^ 

}4 P M ^ 3> 
■-. c / / ^ 

-J ^ ' ^ ^? -c 

t? o- o" t? o' t? i? i? ^ 



































































































































































Top Manfiqcment 
Other Sup«*rvisorb- 
Employee:! 
Custonors 
Make ChcTrt s ♦ Cr^ ip hs, Skctch e s Fo r : 
Top Man^iqement 
Other Supf?rvisor5 
Employees 
(."listome rs 

Top MiiruiqenMrit 

--^upervi !ior s 



■ i ;"menc 
'■' i.»up»^ rv I sors 

Empluy.?»*s 
Cu<;crr.ers 



I 
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AS A SIJPEKVISOH WHEN 



Rad I o/rnterconi To; 

Top Mdnagi?ment 

Other Supervisors 

Employees 

Customerr- 
Talk One Tp One To; 

Top Manaqenient 

An >ther Supervisor 

An Pmployee 

A cui;ton»er 

Talk To A Group Of ; 
(2-5 People) 



Top Manaqement 
Other Supervisors 
/ Employees - 
Customers 
Fill Ov»t Completed Forms F c rj^ 
Top ManAgemcnt 
Other Supervisors 
Employees 
Customers 




.20 



WHAT INFORMATION I_S RECEIVED 



AS A iltij- ^•^HV ISO P_ WH KN Jj 

Read Mdnudla From: 
Top Manaqement 
Other Supervisors 
Employees 
Custome r r. 
Heat) Re ^ jorts From; 
Toy Management 
Z*^^ 5?77trr\3uper visors 
Employees Customers 
RtMd Letters From: 
Top Management 
Othor Supervisors 
Employees 
Customers 
Hocid Bulletins From: 
Top Manacjenent 
Other Supervisors 
Employees ^ 
Custnir.ers 
Road Memos r'rom: 
Top Management 
Other Supervisors 
Kinriloyees 
Customers 
Read Notes F r om: 
Top Manaij.j-ment 
Other Supervisors 
Kmployees ' • 
Cu!^tomers 
Rt'd < -l _.Comp 1 e t e d Forms From; 
Top Mana'jt'ment 
OlUor Suporvir.ors 
Kmpl oyees 
C • . * omo r !» 
H*?'«'i _rri^.irf.j. Gr aphs, Sketches Prom: 
Top .M> . r.jMntmt 
'Jt. h«»r Sup'^rvi sors 
Kmployper. 
(.rui.t one rs 

' Ordfr.s From: 
r - lanayom^v.T 
0; : • r :^up<« rvi irs 
Kmployees 
Oii.'.f -A.-rs •■ 
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WHAT IWFORMATION IS RECEIVED (Cont.) 
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AS A SUPERVISOR WHEN I: 

Watch A Demonstration Prum; 

Top M^lnagement 

Othar Supervisors 

Enployeea 

Customers 
Rgccive A Telephone Call From: 

Top Management 

Other Supervisors 

Dmplcyees r 

Customers 

Liscen To A R Adio/ Inter coo; Tiroa: 

Top Kanagc-STjnt 

Other Supc- vigors 

Employees 

Customers 

Listen To; 

One Person Prom Top Management 

Another Supervisor 

An Employee 

A Customer 

Listen To A Group Of; 
(2-5 People) 

Top Management 

Other Supervisors 

Employees 

Customers 




J i 
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PAGE 2^ OF 26 



r I AM 



— ^- S _ To : 



• : -- uf'tTVi r.or;; 
V • . * •• ri' * '* » sJTo ; 

'T". '. 1 ns To : 
..•her Supervisors 

J^i:*omfrs 

'.1 l^~h^^^LJl2JL 
r.-^p .«.an.i'7oment 

Ciistocno rr. 
*■ i". H "* e r. To: 
Top M«ino;;i?!n()nt. 
v^n h e r ^ upe rvi so r s 

i'=;r..)rr.ers 
- --•„'— Orciur s For t 
T->p Manat;i.'nif.Tit 

*, r Supo r V i ';o r r. 
i^npioyffos 
Customers 

Top M.iniiq»*ncnt 

Cij^tv.-mo rs 

/^^P^'fT.'.' nstir a t icin To : 
Tup Nap iq^'t -nn 
' OrJ>cr SupPrv J f.or:; 
Employ" 

r "p ■'..I \.iqem*-!nt 
O : h •■ f S 'jpc r V i so r ■ ; 
; rpi . -yecs 
Cu?-' .iier3 



I 



r-j 



t: 



Rgdi o/lntercom To; 

Top Mana^emont 

Other Supt>rvisors 

Employees 

T'jstomers 

Tdlk One To Ono WiU T_; 

Top Management 

fif?r Supervisors 

. loyees 

Customers 

Talk To a Group Of; 
(2-5 People) 

Top Management 

Other .Supervisors 

Employees 

Customers 

Fill Out Complete d 
Forms Fo.'. ; 

Top ^l^nagement 

Other Supervisors 

Employees 

Customers 



.7 i ^ i 
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Wt'ECTIVENESS OF COMMUNICATIONS 



a:j a Sui' EHVISQR I a4 
tifFKCTiyE WHEN I: 



Top M,u.,uj»*tTv.'n^ 
r«tht*r lvjfj«Tvi '-.or 
Kni(' I '->•/»"• ' 
f.'iisComor!: 
A'.k ^a»*stiona Of : 

Othrr i;upf?rvisors 
Employ»M*H 
Custonver 3 

^ dfyce_ T o ■ 

Otner Siip'irvvr.ors 
Enploy».*t»s 
Custom*: rs 
Show Apprec v ation To ; 
Top Mandqement 
Other ^Supv rvvsors 

Cuatomern 
'■ V'^ , A, _Conipl V rn*; n t__To^ 
•i .-.ip M.I 1 1 J t] •? m».' n t 
Other Supf^rvi sor5 
Kmployf;<»s 

Correct: 

Top M.ind90tn*?nt 
' OthtT SuperviMors 
Employees 

Top M.in iqetnent. 
OthPr iiupet visors 
Kmploy^^''^^ 
•i-^tomors 
;iv*' T; I rPf.'C. ions T'Jj 

Othor t>u;"* rv I i')rs 
Ewpluyoe^i 

••lf;t,ifT¥*rS 

G I v«__Exp 1 a r\ I t vpnjJ_Tnj^ 
Top M»»n«>'?erfy.»nt 
Other !iijp*^rv I sorr. 
EmpU»y.*oM 



Gy ve My Opinions To; 

Top Management 

Othe r Supervisors 

Employees 

Customers 
Give Instructions To; 

Top Managem<"T^t 

Other S\4[vvisorT? 

Employc'is 

Custofrr-' s 
f Uve,O rdi'- 
■ T^.y. •■' • .. 

Oti -ra 

'lit* 

Giv e r- yopt ^'^.? t *^ 'i\>; 
Top Ka^^*!•^--^^,?n»: 
Oth«»r *?upf?rvisors 

' .Lomers 

■ Racommendations To; 

Top Management 

Other Supervisors 

Employees 

Customers 
Scold: 

Top Management 

Other Supervisors 

Employees 

Customers 
Se 1 1/Persudde : 

Top Management 

Othi'r Supervisors 

Emplo/'-es 

Customers 
Gi VQ Sugges tvo na T o : 

■^op Managem* ' 

Cthv>r Supervi-'-ors 

Employees 

Customers 
R^pr imgn J ; 

Top Management 
Other Supervi sor*; 

Employees 
Customers 
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SUMMARY 

APPENDIX B 

PAGE 26 OF 

You have now completed our Occupational Communications Skills Analysis, 

_?AMse_s.\ynngi 

the following questions. 

Which three ways of communication do you use most frequently? 



Which three ways of communicating are most effective for you? 



Which three ways of communicating need to be better taught to employees prior 
to their employment? [ ■ 



Which three ways of communicating need to be better taught to supervisors 
prior to their employment as supervisors? ^ 



We would appreciate your comments about our Occupational Communications 
Skills Analysis ^ 
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Number 1 * : . 
■ :-"EMPLOrE-E'SF.NO' 







(s) 


(E) 


(c) 






SUPERVISORS 


EMPLOYEES 


CUSTOMERS 


A 


1 WRITE REPORTS 








B 


1 WRITE LETTERS 






■ 


C 


1 WRITE BULLETINS 








D 


"l WRITE MEMOS 








E' 


1 WRITE NOTES 






— , — 


F 


1 WRITE WORK ORDERS 








G 


1 WRITE FORHS 








H 


1 MAKE UP CHARTS, GRAPHS 








1 


1 GIVE DEMONSTRATIONS 








J 


1 TALK ON TELEPHONE 








K 


1 CALL ON RADIO 








L 


1 TALK FACE-TO-FACE 
WITH ONE PERSON 


\ 






M 


1 TALK TO A GROUP (2-5) 
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Number 2 



1/ITH SUPERVISORS" 

Send : . " • 

(1) GIVE ADVICE ' (1) (2) (3) . 

(2) ASK QUESTIONS . 

"(3) GIVE ASSURANCE " 

[k] SHOW APPRECIATION ' 

(5) ^ GIVE COMPLIMENT 

(6) CORRECT 

(7) GIVE DESCRIPTIONS J 

(8) ^ GIVE DIRECTIONS ' __ 

(9) GIVE EXPLANATIONS 

(10) GIVE OPINION ^ 

(11) give' INSTRUCTIONS ' 

(12) "• GIVE ORQERS ' ' 

(13) GIVE PROPOSALS •, • 

(l^i) GIVE RECOMMENDATIONS 

(15) SCOLD 

(16) SELL/PERSUADE 

(17) - GIVE SUGGESTro:iS 

(18) GIH REPRIMAND 



Number 3 



"AS AN EMPLOYEE WHILE COMHUN I GATING 
- L™. , - iiim, EMPLOYEES'.' - 

Send: 

(1) GIVE ADVICE (l)_i_ (2) (3) 

(2) ASK QUESTIONS ^ _ 

(3) GIVE ASSURANCE 

[k) SHOW APPRECIATION _^ 

(5) GIVE COMPLIMENT 

(6) CORRECT ' ■ 

(7) GIVE DESCRIPTIONS .. 

(8) GIVE., DIRECTIONS ^ 

(9) - GIVE EXPLANATIONS , 

(10) GIVE OPINION ^ 

(n) GIVE INSTRUCTIONS . ' 

,(12) GIVE ORDERS ■ . 

(13) GIVE PROPOSALS 

(IV) GIVE RECOMMENDATIONS 

(15) ' SCOLD. ■ ^ ' 

(16) SELL/PERSUADE, 

(17) GIVE SUGGESTIONS ^ 

(18) GIVE REPRIMAND 



'AS AN EMPLOYEE WHILE COMMUNICATING 
WITH CUSTOMERS" 



Send: 

(1) GIVE ADVICE ;• (1) (2) (3) 

(2) ASK QUESTIONS 

(3) GIVE ASSURANCE " 

ik) SHOW APPRECIATION " 

(5) • give compliment \^ ■ 

(6) 'correct 

(7) give descriptions 

(8) give directions 

(9) "give EXPLANATIONS 

('10) GIVE OPINION * 

(11) GIVE INSTRUCTIONS . 

(12) GIVE ORDERS 

.(13) GIVE PROPOSALS 

(U) GIVE RECOMMENDATIONS 

(15) . « SC'OLO , 

(16) SELL/PERSUADE 

(17) GIVE SUGGESTIONS 

(18) GIVE REPRIMAND 



Number 5 ^ 



tMPLOYEE RECEIVE" * ' 



- 




<* 

is; 


(E) 


(C) 






SUPERVISORS 


■ PMPLOYEES 


CUSTOMERS 


A • 


1 ikfE IVE -REPORTS " 










rRECETUE. LETTERS 


' * f 


r 




c 


l''RECEIVE''BULL£TINS 








0 


1. RECEIVE MEMOS - 










1 'receive NOTES 








F 


1 R'ECEiVE.WORK ORDERS 


< * 


r. 




G 


. 1. RECEIVE FOPMS 




\ 


■ 


H 


1 •'RECEIVE' CHARTS, GRAPHS ' 








1 . 


I AM GIVEN DEMOI^STRATIONS 








J 


1 RECEIVE TELEPHONE CALLS.^ 








K 


1 ■ — r-* \ 

1 RECEIVE RADIO CALLS 








L . 


1 LISTEN TO ONE PfeRS'ON ' 
• ■ FACE-:TO-FACE '• 








M 


1 LISTEN V) A-GROUP (2-5) 









-v > 
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z 
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''AS AN EMPLOYEE WHILE COMMUNICATING 
WITH SUPERVISORS" 

t . • 

, . • • CD ,13 

Receive: t , - rn m 

CD a 
ox 

CO 



\u 


RECEIVE 


ADVICE 


12; 


AM ASKED QUESTIONS 


(3) 


RECEIVE 


ASSURANCE' 


C) 


RECEIVE 


APPRECIATION 


:(5) . 


RECEIVE 


COMPLIMENT 


(6) 


RECEIVE 


CORRECTIONS 


(7)- 


RECEIVE. 


.DESCRIPTIONS 


(8) 


RECEIVE 


DIRECTIONS 


(9) 


RECEIVE 


EXPtANAT IONS' 


(10) 


■ RECEIVE 


OPINIONS 


(11) 


RECEivE 


INSTRUCTIONS 


(12) 


RECEIVE 


ORDERS 


(13)^ , 


RECEIVE 


PROPOSALS 


(lit). -' 


RECEIVE 


recommendations' 


(15)' ■ 


AM SCOLDED 


(16) 


• AM SOLD/PERSUADED' 


ih) 


RECEIVE 


SUGGESTIONS 


(18) 


RECEIVE REPRIMAND-. 



(I) (2) (31 
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Number 7 



Receive: 



(1) 


RECEIVE ADVICE 


(2) 


AH ASKED QUESTIONS 


(3) 


RECEIVE ASSURANCE 


(^) 


' RECEIVE APPRECIATION 


(5) 


RECEIVE COMPLIHENT 


(6) 


RECEIVE CORRECTIONS 


(7) 


RECEIVE DESCR.IPTIONS 


(8) 


RECEIVE DIRECTIONS 


(9) 


RECEIVE EXPLANATIONS 


(1.0) 


RECEIVE OPINIONS 


(11) 


RECEIVE INSTRUCTIONS 


(12) 


RECEIVE ORDERS 


(13) 


RECEIVE PROPOSALS 


(I't) 


RECEIVE RECOMHENDATIONS 


(rs) 


AH SCOLDED 


(16) 


AN SOLD/PERSUADED- 


(17) 


RECEIVE SUGGESTIONS • 


(18) 


RECEIVE REPRIMAND 



AN EHPLOYEE WHILE COHHUNICATIilG 
WITH EHPLOYEES" 



(1) (2) (3) 




Number 8 

'■■/\S AN 




Receive: 



fn 




ii) 


AM A^KFD nilFSTinw? 


\ji 


RFrFIVF A^l^llRANfF 


ik) 


RFrFIVF APPRFriATinw 

r\LULlvu nrl i\LU In! 1 vli 


(5) 


RFrFivr roHPi 'mfnt 

I^Lw t ! ¥ L vvl ir L J lull 1 


(6) 


RFCFIVE CORRECTIONS 




REfFIVF DF^CRIPTION^; 


(8) 


RECEIVE DIRECTIONS 

mLwLiVL l/IIAUwIlvllJ 


(9) 


RECEIVE EXPLANATIONS 


(lOJ 


RECEIVE OPINIONS 


(11) 


RECEIVE INSTRUCTIONS 


'(12), 


RECEIVE ORDERS 


(13) 


REC£IVE PROPOSALS 


(U) 


RECEIVE RECOMMENDATIONS 


(15)' 


AM SCOLDED 

> 


(16) * 


AM SOL'D/PERSUADED 


(17) 


RECEIVE SUGGESTIONS ' 


(18)„ 


RECEIVE REPRIMAND 



m ■ ■ 

ERIC 



EMPLOYEE WHILE COMMUNICATING 
•WITH CUSTOMERS" 

T3 > 
> -D 

m m 
z 

00 d 

(2)" (3) ' ' 

. ^ 

00 



(1 



0 

i 



Number 9 



^SUPERVISOR SEND" 



(T) 

TOP MANAGEMENT 



(S) 

.SUPERVISORS 



1 SEND .REPORTS 










1 SEND BULLETINS 










1 SEND flEMOS 






r*- 




1 SENDiOIES 










1 SEND WOf.K ORDERS 




■ \ 






(SEND FORMS 


t 








1 SEND CHARTS, GRAPHS 










1 GIVE DEMONSTRATIONS ' 










1' TALK ON TELEPHONE 










1 CALL ON RADIO 










1 TALK FACE-TO-FACE 
WITH ONE !^E:S0N 








A 


1 TALK TO A GROUP (2-5) 


i 









(E) 
EMPLOYEES 



(0 
CUSTOMERS 



A 
B 
C 
D 
E 
F 
G 
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mm 
z 
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OX 
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Number 10 

"AS A SUPERVISOR WHILE COHHUN I GATING ■ 
WITH TOP HANAGEHENT" 

Send. ■ 

(I) GIVE ADVICE (1) _ (2) (3) 

ASK QUESTIONS [ 

(3) ' , GIVE ASSURANCE _ 

SHOW APPRECIATION __ 

(5) GiVE COHPLIHENT . . 

(6) CORRECT ■ " 

(7) GIVE DESCRIPTIONS " - , 

(S) . GIVE DIRECTIONS ' - 

(9) GIVE EXPLANATIONS ' " __ 

(10) GIVE OPINION ■ . __ ■■ 

(II) GIVE INSTRUCTIONS [ 

(12) ■ GIVE ORDERS __, 

(13) . GIVE PROPOSALS ' ^ 

{]k) GIVE RECOHHENDATIONS ' 

. (15) ' SCOLD , 

(16) SELL/PERSUADE ^ 

(17) GIVE SUGGESTIONS ' 

(18) , 'GIVE REPRIHAND ' 




Number 11 



Send; 



'AS A SUPERVISOR WHILE COHMUN I GATING 
WITH: SUPERVISORS" ' 



(1) 


GIVE ADVICE 


(2) 


. ASK QUESTIONS 


(3) 


GIVE ASSURANCE 


ik) 


SHOW APPRECIATION 


(5) 


GIVE COMPLIHENT 


(6) 


CORRECT 


(7) . 


GIVE DESCRIPTIONS 


(8) , 


GIVE D.IRECTIONS 


(9) 


GIVE EXPLANATIONS 


(10) 


. GIVE OPINIOf^^ 


(ID 


GIVE INSTRUCfiONS 


(12) 


GIVE ORDERS 


(13) 


GIVE PROPOSALS 


m- 


, GIVE RECOHHENDATIONS 


(15) 


SCOLD 


(16) 


SELL/PERSUADE 


(17) 


GIVE SllGGESTIONS' 


(18) 


GIVE REPRIMAND, 



(1) 



(2) ■ (3) 



o 

ERIC 



■0 > 
> u 

Q TJ 

m m 
z 

\ji 0 

0 X 
■n 

o 



Number 12 ^ • , _ . ' . v ' - . , 

• ' • " . ' '• ■ ' ' ' . ■ ' 
/ ' . ■ ■ ^ AS A SUPERVISOR ;WHILE COMMUNICATING ' , ' 

' WITH EMPLOYEES" 

• ■ . jji 

' Send: . ■ ■ ' m"-rn 

. ■ . . 2 



(1) 


GIVE ADVICE , ' 




(2).- 


(3) 


(2) 


ASK QUEST IONS- 




• * 




(3) 


GIVE ASSURANCE 




V 




(it) 


SHOW 'APPRECIATION..' 








(5) 


, GIVE COMPLIMENT I- 








(6) • 


CORRECT 








(7) ■ 


GIVE DESCRIPTIONS 








(8) V 


GIVE DIRECTIONS 




1 


1 ■ 


(3) 


GIVE 'EXPLANATIONS 






J 


(10) 


GIVE OPINION 






0 , 


(jl) . 


GIVE INSTRUCTIONS 









, (12) ' GIVE ORDERS 



.•(13), GIVE PROPOSALS . _ ■ ' .' ' \ " 

. (U) GIVE' RECOMMENDATIONS ,__ ' " \ .• 

'■■(15) SCOLD'. ■' \^ ■ _ ' , ■ ■ , . ''r^'/;" 

(16) . SELL/PERSUAOE _ _ .' • " , ' > '!v^;| 

(17) ' GIVE SUGGESTIONS, ,_ ' ,^ \ . 

(18) .GIVE REPRIMAND - __ __ - V ' . , ,-. - ' 

' ' * ■ t) ■ ' ■ ■ . 

J ' 1 . . III'. ' ; ■. 



A , . ■ • . ; • . ... 

Number 13 .< * ■ ^ 

' ' , > "AS A.SUPERVI'SOR WH>LE COHHUNICATING 

'WITH CU'STOHERS" ^ • ■ ■ ' 

' Send; 

^ r ' , ' . ■ , " 

(I) GIV,E ADVICE -11^2). _ (3) 

' (2) ■ .. ASK^iUESTIONS- . _ ^ " , ^ - .; 

■ ]3] give'assuraisice' ' ' Z_ • ' ' 
[k]' . ^ SHOy APPRECIATION : ^ - 

(5) GIVE COHPLIMENT . ; ; / ' • [ ' , 

' ' (6) CORRECT _^ , 

. (7). GIVE DESCRIPTIONS ■ 

•(8) * GIVE-OIRECTIONS^ , ' . ' 

V J <^^^m^^» ^^m^^^t^ a^^^MMi 

(9) ■ GIVE EXPLANATIONS. ■ ■ _ ' _ ; * . . 

(10) . ' ' GIVE OPINION : : J ' ' • 

(II) GIVE INSTRUCTIONS ^ . _ ' ■ 

■ (12) gIve'ORDE'RS • / . • \ \ . 

(13) GIVE PROPOSALS. ' _ _ — 

(|ii) GIVERECOHHENDATIONS : ' _ ^ . ' 

(15) S^OLO ^ _ ~ ■ 

' (16) SELL/PERSUADE . _ 

(17) GIVE SUGGESTIONS . , 

(18) GIVE REPRIHANO. _^ '. 




Number 1^ 



A 
B 



D 
E 
F 

■ G 
H 
I 

j' 
K 

•L 

if ' H 



"SUPERVISOR RECEIVE" 

_ (T) ■ (S) 
' TOP MANAGEMENT , : SUPERVISORS 



■ (E) 
EMPLOYEES 



(0 



I RECEIVE- REPORTS 










1 RECEIVE "letters 










-LRECiLVE.. BULLET INS 












— ■ ~ — 


_. 







1 RECEIVE MEMOS 








- 


1 RECEIVE NOTES 










t RECEIVE WORK ORDERS,. 










1 RECEIVE FORMS 










1 RECEIVE CHARTS, GRAPHS 










1 AM GIVEN DEMONSTRATIONS 










1 RECEIVE TELEPHONE CALLS 










1 RECEIVE RADIO CALLS . 










r LISTEN TO ONE PERSON 
FACE-TO-FACE 










1 LISTEN TO A GROUP (2-5) 


■ 









a TJ 
m m 
z 

(7) D 

0 X 
•n 

a 

o 



^ 398 



ir ;> 



Number 15 



Receive: 



AS A SUPERVISOR WHILE COHMUNICATING 
WITH TOP HANAGEMENT" 



ERIC 



•'(1) RECEIVE. ADVICE 

(2) ■ AM' ASKED QUESTIONS 

, (3) ■ RECEIVE ASSURANCE 

(i,)'" RECEll APPRECifii' 



(1) (2) 



(3) 



(5) 
(6) 
(7) 
(8) 
(9) 
(10) 
.(11) 
(12) 
(13) 
(I'll 
(15) 
(16) 
(.17) 
(18) 



"RECE I VEnroWTOT ~: 

RECEIVE CORRECTIONS 

RECEIVE DESCRIPTIONS 

RECEIVE DIRECTIONS 

RECEIVE EXPLANATIONS _ 

RECEIVE OPINIONS ' 

RECEIVE INSTRUCTIONS • _ 

RECEIVE ORDERS ' ' _ 
RECEIVE PROPOSALS 

RECEIVE REC0.»1HENDATI0NS " 

AM' SCOLDED ; 

AM SOLD/PERSUADED ; ' _ 

RECEIVE SUGGESTIONS • . 

RECEIVE REPRIMAND"! ' ; _ 



■D > ■ 
> TJ. 

m m 
z 

JsliOL 
0 X 

■n 

a 

o 



O -0 

m m 
z 
00 d 

0 X 

■n' 

H 

o 



IJumber I? 



"AS A SUPERVISOR WHILE COHMUNICATING 
WITH EMPLOYEES" 



Receive! 

RECEIVE ADVICE (D _ (2) (3) 

(2) AM ASKED. QUESTIONS • 

(3) L_ ICE J..,ASSUWNCE 

[k] RECEIVE APPRECIATION 

(5) RECEIVE COMPLIMENT 

(6) RECEIVE CORRECTION •> 

(7) RECEIVE DESCRIPTION _ 

' (8) RECEIVE DIRECTIONS , ^ 

(9) RECEIVE EXPLANATION . . 

■(10) ■ RECEIVE OPINIONS 

(11) RECEIVE INSTRUCTIONS , 

(12) RECEIVE ORDERS 

(13) . RECEIVE PROPOSALS • 

(I^) RECEIVE RECOMMENDATIONS , ; 

(15) AM SCOLDED.,, __ ". 

(16.) AM SOLD/PERSUADED / . 

(17) RECEIVE SUGGESTIONS 

(18) RECEIVE REPRIMAND . " ' . 




■D-> 
> 13 

G) U 

m m 
ID d 

O X 

a 

o . 



Number 18.. 



"AS'' A SUPERVISOR WHILE COHHUNICATING 
WITH CUSTOHER's" 



Receive: 



(I) 


RECEIVE ADVICE 


(2) 


AM ASKED QUESTIONS 


(3r' 


RECEIVE ASSURANCE 


(W 


RECEIVE APPRECIATION 


(5) 


RECEIVE COMPLIMENT" 




RECEIVE CORRECTION 


(/) 


.RECEIVE DESCRIPTIONS 


(8) 


RECEIVE DIRECTIONS ^ 


(9) 


RECEIVE EXPLANATIONS 


(10). 


RECEIVE OPINIONS 


(11) 


RECEIVE INSTRUCTIONS 


(12) 


RECEIVE 0RDER5 


(13) 


RECEIVE PROPOSALS 




RECEIVE RECOMMENDATIONS 


(15) 


AM SCOLDED 


(16) 


. AM SOLD/PERSUADED 


(17) . 


RECEIVE SUGGESTIONS 


(18) 


RECEIVE REPRIMAND 



(2) (3) 



n > 

m rn* 
z 
p d 

O M 

X 

0 

o 




' APPENDIX E 
SUMMARY - PAGE 1 OF 3 

' ... You' have now completed our Occupational Communications Skills Analysis. 
Please summarize your beliefs about communications on your job answering 
the following questions. ' 

Which three ways of communication do you use most frequently? - 



Which three ways of communicating are most effective for you?^ 



Which three ways, of communicating need to be better taught to employees prior 
to their employment? ^ i 

3 . • 



Which three ways of- communicating need to be better taught to supervisors 
pirior to thei r „empl^ as supervisors? \ ' 



We would appreciate your comments about our Occupationcil Communications 

' ■ ' . .. 
Skills Analysis 
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COMMUNICATIONS SKILLS ANALYSIS 



APPENDIX E , 
PAGE 2 OF 3 



Group 



Pim Nairie 
* Address « 



Phone 



How Many Employees In Firm 



-•'How Mtiny Supervisors In Firm 



Name' 



- Position With Finn 



No, Of Yrs, In Current Position 



No, Of Yrs, With This Firm 



No, Of Yrs, With This Type Of Firm 
Years Of Schooling ^ 



How Many ^Employees Do You Supervise 



Whi,ch th4.'ee ways of communication do you use inost frequently? 



Which three ways of communicating are most effective for you? 



wh^ch three ways of communicating nefed to be better taught to employees prior to 
their employment? ^ " _^ 



Which threerways of 'communicating need to -be better taught to supervisors prior to • 
their employment as supearvisors? '_ ■ 



We would appreciate your comments about our Occupational Skills Analysis 
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(F) 



.(E) 



(S) 



A 
B 
C 
0 
E 

G 
H 
I 

J 

^ K 
L 
M 



"MINI-dUESTIONNAIRE" 


USED mo«;t 

FREQUENTLy 


■ 1 

MOCT FFFcrfll/P 

nUO 1 CrPCl 1 1 vt 


CUAlll n DC DCTTCD 

onuULU Dt btl IbK 
TAUGHT TO EMPLOYEES 


SHOULD BE BETTER 
TAUGHT TO SUPERVISORS' 


' FOR YOU 


REPORTS 








f 


LETTERS . 


-I 








BULLETINS 

\ 1 








V 


MEHOS 










NOTES 




1 






WORK ORDERS 










FORHS ■ i , 










..CHARTS/GRAPHS ' 










DEMONSTRATION 










TELEPHONE 










RAOIO/INTERCOH 


i 








ONE TO ONE 










GROUP (2-5) . 











'V 




> -0 

m m 
. z 
Wo 

0.x 
■n 



